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OVERVIEW

OVERVIEW

These eMall User Guides, Volume 1 and Volume 2, describe the eVA requisition process,
from shopping to order placement to receiving, as well as other eMall functionality.

EMALL VOL. 1 CONTAINS THE FOLLOWING SECTIONS:

eMall Overview

Accessing the eMall
Navigating the eMall
Logging out of the eMall
Creating the Requisition
Approving the Requisition
Printing the Order
Reviewing the History
Modifying the Requisition
Copying a Requisition

EMALL VOL. 2 CONTAINS THE FOLLOWING SECTIONS:

eMall Overview
Introduction to Receiving
Receiving Ordered Items
Receipt Approvals
Other Receiving Functionality
Preferences
o0 Modify your Personal Profile
o Email Notifications
Explore
o Searches
o Exploring Catalogs
0 Adding Items from Saved Searches
o Exploring Folders
Operational Reporting
Getting Answers to Your Questions

Although there is no reference to the word eMall inside eVA, it is commonly referred to in
this guide. When a user selects Shop Now after logging into eVA, they are going into the
eMall.

Version 4 eMall Vol. 1 User Guide (26-0010) Page 1
Contents subject to the copyright, use and distribution clause on cover page. 7/06/2006



eMall Vol. 1
OVERVIEW

eVA Requisition Process

This volume focuses on the eVA Requisition process. The following diagram illustrates the
steps in the entire procurement through payment process.
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Purchase Requests and Orders

Within eVA there are several ways orders can be created. The most common is to create a
Purchase Request (PR) in the eMall, submit it for approval, then apply all approvals. The
eMall creates a purchase order (DO, EP, or PCO) from the approved Purchase Request and
delivers the order to the vendor.

(If your agency is enabled for complex eProcurement, your eVA orders will begin with an EP.
Otherwise, your eVA orders will begin with DO unless you are using a purchase card, in
which case the order will begin with PCO.)
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There are several types of requisitions and purchase orders, as follows:
Requests

Some purchase requests (PR's) begin in the eMall, others are brought into the eMall from
another source.

Document Source Naming Convention
Purchase Request eMall PR

User Profile eMall UP

Quick Quote Award  Quick Quote QQ:QQ

End-to-End Award eProcurement E2E:POB

Importe d Requisition Order Import (Agency Interface) IRQ:Axxx

Orders
Orders are generated automatically by the eMall from approved requests.

Document Source Naming Convention
Direct Order eMall (agencies not using eProcurement) DO

EProcurement Order eMall (eProcurement agencies) EP

PCard Order eMall PCO

Quick Quote Award Quick Quote QQ

End-to-End Award  eProcurement POB

Imported Order Order Import (Agency Interface) DO, PCO, EP

Below is a sample status screen showing a variety of requests.
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Imported and Exported Orders

The eMall allows agencies and other entities to send order requests from the entity system
to be fulfilled through eVA. The eMall can also send completed order and receipt data for
entity systems to pick up for their own use.

Imported Orders
Order information can be imported into the eMall for fulfilment by eVA and the Ariba
Supplier Network (ASN). (See the eVA Overview Guide for information on the ASN.)

These orders are imported as purchase requests that begin with the IRQ: prefix. The
requests may be submitted to require approvals in the eMall, or to move directly through
the eMall edits to become purchase orders without user intervention.

Imported orders are subject to the same requirements and edits as orders that are entered
online as requisitions.

Exported Order and Receipt Data
Each day’s purchase order and receipt transactions are made available to the entity’s
system for their use.

Exported data is available as a daily report that follows a common template. Entity systems
can retrieve the report for their agency (entity) and use the order and receipt data as they
wish.
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ACCESSING THE EMALL

To access the eMall, go to the eVA Home page, www.eva.virginia.gov, and enter your

username and password in the Buyer Login box.
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A successful login will take you to eVA’s front page within the eVA Buyer Portal.
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Select the Shop Now link on the left menu to access the eMall.
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You are taken directly to the Swoosh screen (eMall Home page) of the Ariba Buyer
application.
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NAVIGATING THE EMALL

Once you have selected the Shop Now link, the Swoosh screen opens, and you are ready
to begin the eMall shopping experience.

The Swoosh screen provides links in three sections to navigate in the eMall:

Command Bar (black bar on top of screen)
Navigation Panel (left-side menu)
Swoosh image (image in center of screen)
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Command Bar Commands

You can use the Command Bar to take several actions. The Command Bar is always present,
no matter which screen is displayed below it.

Command Function

Home Return to the Home page. If you select Home while you are composing a request, the
eMall provides you with the option to delete or to save that request.

Help Browse through links or search for help by keyword within Ariba’s Online Help.

Logout Return to the eVA portal login screen. If you select Logout while composing a request,

the eMall provides you the option to delete or to save that request.

Preferences Review your eMall profile, to request changes, and to reset your user preferences
through the User Profile Wizard.

Toggle Tips Turn inline help tips on or off when available. Toggle tips provide helpful information
about the fields, buttons, links, and messages on a screen.

Toggle Currency Toggle between any two previously selected currencies for non-catalog items.
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Left Menu Commands

The left menu (Navigation Panel) gives you a snapshot of your work in progress.

The left menu contains links divided into 6 main areas representing different groups of
activities.

Commands Function

To Do Access requests that you can approve, deny, watch, or forward to another user.

Status Access requests that you are composing or that have been submitted, approved, or denied. Select
any status link to see details about the associated items.

Create Create requisitions.

Explore Access various folders used by the eMall Explorer to keep track of what’s happening, sort and
organize, and search through the system to find particular documents that interest you.

Report Access standard operational reports and reports that you have previously saved.

Receive Start your Receiving process.

When working in other parts of the eMall, such as creating a requisition or running a report,
the left menu is referred to as the Process Step area as it shows the numbered steps for the
current task.

Swoosh Commands

The Swoosh commands are the primary functions you use to create requests, view their
status, approve requests, receive items, or explore catalogs and other items you have
saved.

You may select any of these options to go to the associated screen(s) and begin working.

Command Function

Create Begin a new request (such as a purchase requisition) using the eMall wizards that walk you
through a series of pre-defined screens.

Status Check the status of requests that you’ve submitted for approval, copy a request, or to
continue working on a request that you started earlier.

Approve Find requests that require your attention. From here, you can approve or deny any requests
in your Required Approvals folder. Watchers use this box to view Optional Approvals.

Receive Acknowledge that you have received goods that were ordered. If you don’t have any
outstanding orders to receive, the Receive folder contains no items.

Explore View the various folders found in the eMall Explorer. You can use the Explorer to keep track
of what’'s happening, to sort and organize requests, and to search through the system to
find particular requests that interest you.

Several of the links and commands in the three sections of the Home page perform the
same functions. You can choose the options with which you are most comfortable.
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User Interface

The table below discusses nine different tools in the eMall User interface that you will use as
you work with the eMall screens.

Tool

Example

Function

Calendar icon

Select the Calendar icon to open the Select a Date
screen (with calendars for nine consecutive months,
starting with the current month). Use these calendars to
select a date for the associated field. You can also enter
a date manually.

Drop-down list

Select Approver

prover
D333-AccountlineApproverl
parnag, vanessa

Select the down arrow to open a list of available values
for a field. Some drop-down lists have pre-set values;
others are populated by your recent selections. Select
Other to obtain a list of all valid options for that field.

Field tips

ﬁjd Comment

|add comment to this Requisition |

When you hover your mouse over a field, link, or button,
a yellow text box explaining the purpose of the option
appears.

Inline Help Tips

You have asked to exit a request

you are creating. Select an

action to take with this request,
How To Screen Details

All eMall screens contain at least one inline help tip that
briefly explains the purpose of the screen and the basic
actions that you can take. Select Toggle Tips in the
Screen Header to turn this option off.

Link o Fave this request When you point to underlined text and the pointer
" me this request displays as a hand, you are pointing to a link. Selecting a
= . a link will take you to a new screen or web site.
¢ Continue working on this request
L]
Multiple page When multiple pages of data are available, select the
navigation drop-down list for the arrows to navigate the pages. You

can also select on a page number directly to proceed to
that page.

Process Step area

The Process Step area guides users through the steps

Add Title required to complete a task in the order in which they
are listed. Unlike a conventional wizard, you can jump to
e any process step in any order.
Checlout
Navigation Select a navigation button to move between the eMall
buttons screens, to move between steps in an the eMall process,
or to exit the current process. DO NOT use the browser
navigation buttons.
Scroll bars &1 Folders Select and slide the scroll bars at the right side or
T - bottom of an eMall screen to view information that may
- s & not initially be visible.
L - temp oy
L R Tools S5
O e I s TN
4 I I ]
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Tool Example

Function

Sorting Order ID! Title
EPZ00128  Script 1014

EPz001=9 Script 1014

Select any underlined column heading to sort the
information in that column in ascending order. Select the
column a second time to sort the information in
descending order. An arrow next to the column heading
indicates whether the information is sorted in ascending
order (up) or descending order (down).
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LOGGING OUT OF THE EMALL

Logging out of the eMall will return you to the eMall Login Screen. It is important to logout
as closing your web browser does not log you out of the eMall application.

You may select Logout in the Screen Header on any screen.

EeVA

Preferences Toggle Tips

~ To Do
Approve Reguests 59 Approve ()= ——== 0 -R,?FBIVE
Wratch Requests i} ?

Overdue Receipt

= Status
Carnpaosing a0
Subrnitted 1
&Approyved 111
LDenied 5 Y

Status .D.

wh

L N &
& T
i Welcome o v
~ Create ?_x Ty
Reguisition

Company eForm Adrmin, D333 last visit 3/22/2005 7:19 PM. eVa

Create 0

¥ Explore

Searches Return to Portal

Toggle Currency

If you do not log out of the eMall, you will still be active in the system until you are timed

out. Timing out occurs when you are idle in the system for 60 minutes.

Weloome to (BWA

To access the system, you must first sign in_

Help! Eorpat Usernameddccount Blocked
Thits link wil open the page in @ naw brosvser sindoww,

ap to UAT Loan o to Training Lagin
Browser Reqairements

In accordarcs wih tha Commonweakh of irginia Informateon Tachnolagy nvastment Board Personal Commpating recaminia rdatlon of March |
=004, 2l =W applicatons are certihed 1o perfarm correcthy wben aceeszed using Internet Explarer on Morosoft 2000 or =P systams,

Click Supported Bravwsers For 8 camphete lizt of supparted browser configurations For speafic oWA camponents,

e

For example if you are logged into the eMall and leave your desk for a meeting, the system
will log you out after 60 minutes. The system does this as a security function to protect you

and your account.
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CREATING A PURCHASE REQUISITION

There are two ways to create a new requisition from the eMall home page (commonly
referred to as the Swoosh screen):

Preferences Toggle Tips

~ To Do
Approve Requests 62 = ' Receive

W atch Regquests 1
= Status
Composing 20

Submitted 33 Status O

Approved 29
Denied 2 ) Explore
~ Create

Beguisition

; Create O
~ Explore

Searches admind, D333 last visit 12/6/2004 4:02 PM, eWA
Catalogs

Eolders Return to Portal

~ Report
B System News |
Reports B

WELZOME Vi Buyer!
~ Receive

Purchase Orders Mew eMALL made SIMPLE!

Select the Requisition link from the left menu, or select Create from the image in the
center of the Swoosh screen.

If you selected Create on the Swoosh screen, the Create a New Request screen (below) will
open, prompting you to select the type of request. (Some users may have other request
types available, but most eMall users will only see the Requisition link.)

Select the Requisition link.

Create a New Request

Select the type of request you want to create; for example, a purchase requisition to

order tems.
How To Screen Details
What would you like to create?
= Beguistion

ke

Version 4 eMall Vol. 1 User Guide (26-0010) Page 12
Contents subject to the copyright, use and distribution clause on cover page. 7/06/2006



eMall Vol. 1
CREATING A REQUISITION

Step 1: Add Title

The left menu shows three steps needed to complete a requisition. As you access each step,

the area is highlighted.

Delay Purchaszs Urdl: ¢
Use PCard:

Piard number;

Erbity Code:

Fizeal vear:

Sub-Eriby;

PO Catmgore;

Entity Headar Cross Raferance:

O

Seripll27EEE0 w
Lo walued

2005

Lo salieg

tno walue)

Send ALL iterns to eProcurement: [

m

[ zalect ]
[ salect ]
[ zalezt]

[ zmlect]

g i C ot Loair] PR203430; Untrdsd Esguisition
""""""""""""""""" Thems: 0 Total: $0.00000U50 m
A {
R ke EJ Add Tite
Sl Isms
Enter the reguisition ttle and change: one or mare of the other requisition fields, i desired. If you are creating
H Checkogt the requisiion on bshalf of another user, the user's accourting, shipping, and delivery information apply,
How To: Scresn Cetsils
W Tie: Feauisition User Guids |
4 ..
" on Behalf of: Adrnin, D333 %

Le=l=]

The eMall assigns a unique number to each requisition. In this example, it is Requisition

PR203430.

When you open a requisition, the shopping cart is empty (zero dollars and zero items). As
you add items to the requisition, your shopping cart will reflect the current number of lines
and the current total dollar amount of your requisition.

You can select the Shopping Cart link or the icon at any point to view a summary of the

items in your shopping cart.
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Complete the following fields as appropriate:

Field When and How to Use

Title To help you distinguish between your various requisitions, you may type a Title for each order.
This title does not need to be unique on each requisition, but it can be a critical piece of
information as you can conduct system searches in the future. Many users utilize this field to
segregate “types” of orders (e.g. Police Division — Jerry Wray).

On Behalf Of Your user name will automatically appear in this field.

(use with If you are completing this requisition for someone else, select the person’s name from the list

caution) to be the Requester. (If the user is not on the dropdown list, select Other... to conduct a

search.) The Requester's accounting, shipping, and approval flow information is inserted for
the requisition.

When the requisition is submitted, the Requester will automatically be notified by email.

Delay Purchase
Until

You can enter a future date to prevent the order from being generated and sent to the vendor
until this date. The requisition can be fully approved, but the order will not go to Ordered
status until the morning of the date entered.

To enter a date, either type the date in MM/DD/YY format or select the calendar icon and
select the date.

If left blank, the requisition becomes an order as soon as it is approved.

Use PCard

If you have access to your organization's Purchase Card (AMEX/Visa/MasterCard), you will
have a checkbox that is automatically selected when you create a requisition. If you are
creating a non-PCard order, deselect this box, and the order will be a Direct Order without
PCard information.

PCard Pick List

If you are creating a PCard requisition and have access to several PCards, select the
appropriate PCard Alias from the dropdown.

PO Category

This category describes the type of purchase requisition; from routine order to emergency
orders. The default is RO1 (Routine Order).

Certain values in this field are used to route requisitions from state buyers to the Department
of Information Technology (VITA) for processing.

In addition, certain PO Category values are for Exception purchases that may result in an
additional purchase order transaction fee to the agency/entity. Use with caution when
choosing an exception PO Category (ending in 02).

See the VA Procurement Manual for information on this field.

Header Cross
Reference

This field can be used to insert your own number for this order. If you are working in an
agency or entity that imports the order from a financial ERP system, a number could display in
this field to represent the ERP order number. (This field is used at the discretion of each
agency/entity.)

ERP Requisition
Number

This field may display for agencies/entities that choose to display the ERP requisition number
on an order imported into eVA.

Send ALL items
to eProcurement

This field will not display for agencies/entities that are not enabled for complex eProcurement.
For those agencies that are enabled, you may utilize this checkbox, based on your business
rules, to send all line items to the Purchasing professionals in your organization (or designated
agency) for sourcing, rather than creating a purchase order to a vendor.

When you have added all necessary information on this screen, select Next or select Add
Items in the left menu to continue.
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Step 2: Add Items

On the Add Items screen you may add items to your requisition. There are four ways to add
items to a requisition:

Add items by selecting from vendor - provided catalogs

2. Enter an item as non-catalog item (i.e., not selected from an electronic catalog).
3. Select an item that you previously saved as a favorite
4. Select an item from a search that you have saved

FREZM T : Unbtlsd Reguisiion
Ttems; 0 Tetel; 000000050

|
P i
e B Addlems l

E Add [rarmi
| Add itema to vour requisbon from the eatalog or from your Favorites groups You can also snter detsls for non-cetalog £emas,

B haokout Hove To Soraon Pabsils |
|
|

4
i Hiworty Cauned y

Favoritag: - Peant Chodcas - :I i cisanis - Salupt - {2 chokome) :]

Warran Swned I Redmt = [9 che ] | o = T . 1

R Selact - [2 choip=a) 1-' Supplinr: Salegk - (=20 choip=a] ¥

BTH,2T items found View bxi | Category |ae

ckm f LIy = A & [d) |

[Mandatpry {291 Sobonal (57)  Agoncr Speafis (4] Burcheming Agraemank [4]

1 &, (20 Il P | Coea |
Bunchout (20}

[524]
=lothing (75) Foobeear (487 Lsooane ond handbags and
Rapkcs aned cpgsE (ZBOY

Euikiline amd Consteuction and Mainlenance Seevicns (15323 Chemicals imcluding Eie Chamicals and LGas Materials

HM;JMMMQML‘MF_ (158%) (103]

additirey (098] Colorsrts (9] Chemants snd geses (5]
Cleaning Equioment and Supplles (572} Commercial and Mildtary and Privste Yehicles and their |
Cleaning and jeniknrisl spples [501] 1o :J_'M:I Hr_d_u_:. fccesseries and Components (247

cleaning equipment [2) Jantaral ﬁ-:u*ﬁ-:-rl Motow vahldas (1E) Traheportabion components and cpstame |
17y uphids Bedies and trajers 117
|

Detemce and Lo Enforcemant and Securty and Safety |

Eﬂmm!.msmtﬁm_ (1E70) |
I (c-:l :I..!w enforcement (9700 Pufs-::\als-l’ﬂ_ |

How to Find Items
Catalog items are categorized by commodity type to help you find the items you need.

Commodity categories are dynamically built based on items available in vendor catalogs.
Each product category is displayed in bold text, with sub-categories displayed beneath it.

There are various ways to find catalog items:

Commodity searches are done like other web sites, such as eBay, drilling down through
a hierarchy of commodity categories to get to a group of similar items

Keyword searches allow you to find items with specific words, vendor (supplier) names,
contract numbers, or product numbers

Advanced search options provide detail fields that allow you to refine a search even
further

“PunchOut” catalogs take you to a vendor’s web site for shopping. Direct links to these
catalogs can be found in a special PunchOut Catalogs category, as shown on the
above screen.
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Sorting the Search Results

Before learning how to search for an item, it is helpful to first understand how your search

results will be displayed.

The View By drop-down list allows you to sort returned items in several ways.

View By Option Sort Method

Relevance Best match to keywords

Category Commaodity categories

Supplier Alphabetically by vendor/supplier

Price Ascending price order (lowest to highest)

The default View by is Category, meaning that your search result will be sorted and

displayed by category.

The example below displays search result of lamps with a View by: Category.

Wy PRINS 34 : Ragavkion Leer Guidse
Ieeand: 0 Tobtal 400000000
Add Title
E additems
&dd Jtems
Add (e mis to paur FecasDn from the pAEskg or from pour FavorEes Qroups. vou can Sso enber details For non-catalog iems.
Cheghaut

U gl otions”

Supplisrl | - Ealact - (Z ohoiges] 'v'I

93§ iterma Found

Lighting and Electrical Accessories and Supplbes (66]
Lare and ightbubs srd lsmp comporanks (B)  Lighting snd
fetures ond gonezzarjes

=2 [{T]

Can't Find vkt pau see ook far? Fill out o pan-getslog fommn,

and Supplios [52)
Zudic ;ni wizunl precackstion aoupment (321

How To Soreen Daksls
Cruata kor-Catalog Harn

Uiem By | Cokopory |8

[ s m

If you prefer to see the actual items listed, change the View By: to Relevance.

PRIDEIGA: Aequisiion Usar Guids
Itmnam: 0 Totsl: §0.000000SD

Shopping fart T

BN i e El Additems
| 2 BT - .
| add ibem= 1o Four reguisiion from the catelog or from pour Fevorkss groups . Tou can al=o snisr debais for non-catslog teme
ﬂ LChadipud How T Scrann Cetaily
— ptens”
Supober; - | - Select - (2 choices| w
R (terne Tound Show Bazuks: 20 par pagd |_;-: Wien By | Rikrtaroa = & UMy H
Paga [L]w] ¢
WElupcescent Lamo , Masts EPA Gukings, Sool whils bC: ¢ cartan
Bdd t0 Favorkes ™
J#Edan Haurk Swing Arm Lamp, S4in Reach Accapbs 75 .. [l 4%.75000UST / mach
L ¢ YO 2
$rinnnFier Lamp, 40in W, 3 Giop Lenz, ZZw [7l seoaannouss ¢ each
fdd to Favorkes ™
#rCurved Arm ncandeccant Lare, 17in, Blads [ $az.100000s0 ¢ gach
fdd ko Favorites ™
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You can choose to re-sort your search results by Supplier or Price.

Option 1: Drill Down through Commodity Categories

Select the highest level of one of the displayed categories and drill down through the sub-
categories to find the specific set of items you want.

To find your specific group of Commodities, drill down through the 4 levels of subcategories,

as in this example:

Catalog Level Example

Segment Lighting and Electrical Accessories and Supplies
Family Lamps and lightbulbs and lamp components
Group Lamps

Category Fluorescent lamps

Some items may not have been identified down to the Category level. If they have only
been classified down to the Group level, they will show up in a category labeled Other, as

shown on the next screen.

R e PR203430; Raquisiicn Lear Cuide
Mok U 0ka lE SLiNOUNN A0
Tt
R E] Additems
E dd tiems
(B chesio

283 teme found

Brosms and mope and brshes and accessones (33)

Braam or mop handiee (5] E'.r.-c:.-r.-s |;-§ Cleanra
bosshgg (2] ...

Lheanma rans amd cloths and wipes (551
Wipes (35)

an't Find mhat Fou ere locking for? Fill out & non-catalog form,

Add itmmu ta your recpisiban From tee cxtalog ar frem your fevarites groves. Yoo cen sles santar detsils For non-catslog ita e,

bow T Soreen Cetals

il | Saarch In: Entire Catsloq » Clianing Equnient and Sunpias » Cleanieg and Janforia supplies
Eepwords! Lipfinns ™

Wi By | Catepory (W

Clnansng and disiefecting sobutions [125]

rheshaner || :l_ Bleaches (B [ighwssshing preducks [B)

Bestranm supphes (45 3
Air freabnner dispensers (11} Instiutionsl sgap disgeranry {101 Othar
[$H)

eVA displays the description, unit price, and unit of measure for every item related to the
selected product category/sub-category criteria.
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A mouse trail displays the levels that you took to get to an item listing. In this example you
went through the Entire Catalog > Cleaning Equipment and Supplies > Cleaning and
janitorial supplies > Brooms and mops and brushes and accessories > Broom or mop
handles to reach this listing. You may select any link in the mouse trail to return to that
particular product category.

PRIII490: Aoquisition User Guide
sheppipn Cort  'aw
bt . Hems: 0 Total: $0.000000US50 m

[ cptet El Additems
| 2 T
i &dd Hems to yolr reguisian from the catalog or from your fewariies grougs. Yoo can also enter detals for non-catslag mens.
Iﬂ Checkrat HowTo n Citnis
Il , Emtire Catelag = Cippneg Egwpmert and Supphe; = Clesnirg ood janjtonsd sypplies -
g | Ear I ey ad mope e bruhag and atsacories » Braam or mop handlag rese beroostang e
Fermerdss (S [Fmast] oo™
5 itamns found =how Ass s ..."I:I (=4 Pﬁﬁﬂ: = ey By -:-:mm:-ri bt SUMMTeSp v

§ ibarns found In: Clesring Equipment and Supples » Cleaning and jarstorial supphies » Brooms and mocs and Erushes and sccessaries

2 Aroom or mop hasdies

Soeed Change Fibergiass Mop Harde, 6instln [Fhi1l s4000UED ¢ each
80 1o Favpribes ™

rla, 1-]/Znu6iin Handle, W [F] $3 neooouED 4 pach

B g Favpabes ™

Clesnig Wand, dsin Mstsl Handls B $3 mamouss 4 each
Bdd to Favonbes ™

Sper Jawis Horchypord Hareln, &0in High [Th1n Aooouzs o nach
Akt Favoribes =

Dusk Hop Handbs, Riskural, e Wilh D2 30000 L. F] $4 S000HIED / mach
P o Pavprbes -

Option 2: Search by Keywords
The Keyword search uses a single box for entering keywords, just like any Internet search
engine.

Enter appropriate terms or data in the Keywords box, such as the contract number, part
number, or descriptive words.

For example, type Bacon in the Keywords text box and press Search.

H. B '! L PREBAZAY: Untitied Ragquisition
Items: 1 Tetalk §1.26000L5D

Add Title
_ E Additems
acdd iemes to rour requisitian from the catalog or from your favarites groups. You can slso snber details for non-cetalog ibamis.
wheckoyt How T Gormen Dintsils
i\ Keywards: bacon Datigns Creats HooCaalog oo
il
10 e foond wime By: | Comgory (%! [summary |

1 itaime Found in: Food Bevaraga ard Tobaoos Producte > Prepanad and praseryed foods = Soupt and doMe » Sel0E

CHMESIELL BEAN SOUP WITH BACCH, CONDENSED, PACKED: .. 7] $26 19000030 7 cace
fud] to Favnritns =
1 items found in: Laborators and Measuring and Observing and Testing Equisment & Laboratary Ecuipment r Laboratory supplies
= Nther
BACON BOHE 16-0F 1257-5/0 Th, Cabalng # 7115650 [Fle1=a.01000050 # mach
pekd ta Favarifes ™
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In some instances, if your keyword is too broad, such as the word Pencils, Ariba will drill
down the family or group that contains the keyword Pencil.

5;0 "i;_ Cart "CI:I:I.'.-'_ PR205849; Requisition User Guide
2hopping Lart =
| TItems:1 Total: §348000USD
Add Title
e El Additems
&dd Items
Add itermns to your reguisition from the catalog or from your favorites groups. You can also enter details for non-
s catalog itemns,
How To Screen Details
i : _
1 Keywords: pencil Options ™ [create Non-Catalog Ttem |
477 itemns found Wiew By: | Category IVI
Furniture and Furnishings (&) Office Equipment and Accessories and Supplies
Accommodation furniture (23 Commercial and industrial (471}
furniture (4} COffice and desk accessories {(6) Office supplies
(465

AND/OR LOGIC

If you enter more than one word, it is assumed that you want only the results that have all
of the word strings you have typed. For example, if you type APPLE MACINTOSH, eVA may
only return a Macintosh Apple computer and its family of parts or peripherals.

If you prefer to find items that have any of the word strings you have typed, you must
specify OR between words. For example, if you type APPLE OR MACINTOSH, eVA will return
all entries for apples and all entries for Macintosh products.

Option 3: Search by Keywords with Options (Additional Fields)
You can create a more specific search using the Additional search tools under the Options
menu.

Select the Options link, and then select search fields from the menu that opens. You can
only select one field at a time.

o PRET34E0: Ragarkon Uaer Suide Bildisenat

Minanky Sorad Bumnass
Iems: 0 Tobal $0.00000U50 i

Add Tits E Hazsdoue Fradurd
A'dd “:ﬂf“ﬂ amal Business
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Contret Typs
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Racacled Produik
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| Tusto
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Selecting a search field adds the field to your search window, below the Keywords field. You
can add several fields for a narrower search.

!I. I. 5" '! ‘W PRECEE0: Aequisition User Guide
AT, Items 0 Tosal §0.0000005D
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A lock icon appears next to your selection to indicate that all displayed items meet the

criteria in the locked field. To remove the locked selection, select the lock icon or the Reset
button.
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Serigt far Christres Ki [Fhao0.00000us0  nach
to Favon L
Tast noncontract csbalss [Fha00.000000S0 feach  [Bodin cot
A to Favenbes ™
Tait Scrigt for Anng [Fha00.000000ED 7 each
Bl to Favonbes ™
Teak nongontract cetnkeg*
t ¥ rribes =
“indicates Punchaut Cataleg demz or suopliers wath Purchout < etakegs.
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You can view all search options by selecting Show all search options from the Options menu.

o

Shopping Cart

Add Title
Add Tterns

Checkout

[EIE N

PRZ05849: Requisition User Guide
Items: 0 Total: $0.00000USD

E Additems

Add itemns to your requisition from the catalog or from your fav

keywords:

catiz

18,689 items found

PunchOut Catalogs (1)
punchout {1}

Building and Construction and Maintenance Services (2)
Building support and maintenance and repair services (2)

cl i E: t and 5 li 5207
Cleaning and janitorial supplies {263) Janitorial eguipment {25
Water and wastewater treatment supply and disposal {2}

Defense and Law Enforcement and Security and Safety
Equipment and Supplies (444)

Fire protection (5) Law enforcement (17) Personal safety an
protection (362)

Domestic Appliances and Supplies and Consumer Electro
Products (268)

Bedclothes and table and kitchen linen and towels {21} Consun
electronics (58) Domestic appliances (26}

Education and Training Services (1}
Specialized educational services {1}

Additional
Minatity Owned Business
Minirurn Order
Hazardous Praduct
Small Business
Warnan Owned Business
Service Areas
Maxirnurm Crder
Contract Hurmber
Cantract Type
Supplier FIN
Commedity Code
P-Card
Recyced Product
Payrmant Term
Supplier
Supplier Part #
Manufacturar
Mfg. Part #
Price
ETA (Days)
Type Hame
Language
Custom
Favarites
Views
Show all search optiogs
Hide search opt\ons@
Saved searches
Sauve current search...
Run ‘lamps’
Run 'luggages’
Sther,..

ter details for non-catalog iterns,
How To Screen Details

Create Mon-Catalog Item
Wigw By _Category _

and Personal Care Products {336)
nd handbans and packs and cases {290}
(41)

io Chemicals and Gas Materials (21)
and oils (1)

Computer Equipment and Peripherals
lies (22}

nd air circulation (37)
dustrial pumps and compressors (1)

Industrial filtering

tical Products (z6)
Central nervous system drugs {193
ointestinal syster (3}

ings (Zz00)
B (1134} Commercial and industrial

The number of choices represents the number of different values within the catalogs that

are being searched.

lﬁ PR203430: Awquisrthcn Leer Guids
] e
[EX zdd T
0 El additems
Bl o tters
| Add e 1o your recisitan from the catslog or from your fawarites g oues. Yoo can also enter detsls for non- catalag e s,
|ﬂ Checkput How T L i
§ | iorerie (e (] ass”
% land) [Eearcn] [Aeset] 5 Crestn Non Team
Kapwords e i .
[oars Favarites; Recent Chaipes -
7 Minonty Omned [ oo e
Exact Phraca: Biraits - Salact - (2 choices) W
E:-;IJ_EEP Minrnum Grder - Beleot - {2 cheioes] ==
Supplier Fart Harardous : Tt
#*: Froduct: Ha hoica - (3
Wfig. Pat &1 Ernal Busingss: - Balect - §2 d'-ou_us] -
Frice: 3 g;mﬁ""'d - Galert - (2 -:h-al-:'ts] s
ET# fDapah: Sarvice AFRan: - Salact - (1 choice) &
Mazimum g z
A Contract Mumber: | - Sslect - (7 choices] &
Exff“ - Sedect - 035 choees) - Supdier FIN: - Salect - (5 choices]
E:;ﬁnl'!'ﬂ'dl‘tr » Swlect - {2200 choices] & P-Card; = Salmct - {3 cresicen] -
:"'“d’lfj - Emlack - {2 choicas) Baymiant Tarnl | - Balsck - £2 choioes]
Bupplieri - Ealaat - £12 ahnices] & Manufashurern - Galmot - (=20 ghoices] &
Typm hiame: - | - Saleck - {1 choea) = Language: - Balect - {1 drece) =
18,198 rems found e Byt | Cabmpory
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KEYWORD OPTIONS
You can also specify additional logic to broaden or narrow the scope of your search.

Catalog Types: Hosted and Punchout
There are two formats for eVA catalogs that use different methods for searching and
selecting items: hosted and PunchOut.

The process for adding an item to your requisition changes slightly depending on whether
the item is from a hosted catalog or a PunchOut catalog.

HOSTED CATALOGS

A hosted catalog displays all of the details about each item on the Search Results screen—
description, supplier, price, etc. The right-hand side of each hosted catalog line contains an
Add to Cart button. Selecting Add to Cart will pull the line item details into your
requisition.

drel Cart o PRI N0: Aeguistion Usar Guds
Bimmaw: O Total: §0.000000050

fudd it
BB i E Additems ;
| 2 EEeR [
Bdd inerme to pour regquisitlon from e catakog or from pour Favorfes groupe. Too can Jles entar detals for non-tatslog Eume, |
Y checeus How To Screen Cetails |
‘ Eriro Sofalng » Sheeniog Coyipment and Suppliss. * Clesning ang jenitoiglaupoles =
: ol Init el e . Crastn Non-Catslog [lam
Kmpmords; - Feestl Dphons -~
% kmmu fourd Etrowe Results) | 20 par page  88]  yiew By | Cetwgory 58| [ Docaile - |

% twmz found i Cleaning Equiprert and Supplies = Claaning and janiorial supples = Broars and mops and beushes snd aomessariss |

= Bromen or mop Gandles
Speed Chenoe Rheralasy Moo Handle, Gdingdin THa1.84000USD feach  [Rddbo Cark
Suppler:  Centravila Mjricutural Bl pment TEST Spead Changa Fiborglase Mop Handla, EDirelin Add to Favordes ™

Suppler Part £ WIAHIOTEO000
Cortract Trpe: 98

Carkraot ¥

Eff activa Data !

Cartract Unk: L

ETA (Daysl 3

Marifachine Mama:  Wilen Profescional Claaning
P-Cards droepted:  AMERVISONC
SRIVICE ArRak

small Basiness: |

Minarity Crned Business:

Woman Wntd Business: |

PUNCHOUT CATALOGS

A PunchOut catalog stores the full details about each item on the vendor's own website. The
eMall provides catalog links to get to the PunchOut Catalog.
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PunchOut catalogs can be found at the PunchOut Catalog link on the Add Items page.

hobping Cart %y || PR694239: Untitled Requisition
2hopping Lart EUOE,
| Items:1 Total: $1.26000USD
Add Title
El Additems
Add Iterns
Add items to your requisition fram the catalog or frorm yvour favarites groups. You can also enter
Checkout details for non-catalog iterms.
How To Screen Details
« :
: Keywords: | Options ™ ICreate Mon-Catalog Item]

Favaorites: | - Recent Choices - E]

974,302 items found

Contracts (76)
Mandatory (253 Optional {(22) Agency
Specific (29}

PunchOut Catalogs (17)
Punchout (17)

Building and Construction and Maintenance
Services (3)

Building support and maintenance and repair
services ()

Purchasing Ageement {4}
Furchasing Agresment (4}

Apparel and Luggage and Personal Care
Products (340)

Clothing {89) Footwear (48) Luggage and
handbags and packs and cases (169)

Chemicals including Bio Chemicals and Gas
Materials (109)

Additives (89) Colorants (5) Elements and gases
(15}

Find the vendor you want in the list, then select the Buy from Supplier button for the item
to open another browser window for the supplier's/vendor’s website.

w PRaldlad: untited Paguicton
Ttems: 1 Tetal $1.Z6000LSD
e EH Additems
Add Ie=ns :
add e e to vour requisitian Fronm the catalog ar from wour favarites groups. rau can &lso enter detsils For non-catalog t=ms.
Chechiaut

1. Smarch [n: Ertrw Catalog > Punchibut Catalogs

[Searen] [Reser] comans -

Eeymards: |

&8 kmis fourd

&B tams found in: PunchSut Catalogs = Punchouat

The Supplr Roorn Company Purchout Catalog - office ...*

Cffice Dapot Puncher Caralog - Offica Supply®

EMall oy Punchout for Mizeelianepus Comeafer "

Show Reaults; | 2D par peage v

Haw T Soreen Detsls

Craate Hon-Catalog am

Vinw By Cotequry ] | Summnary ]

Pz 1] b

ﬂ i3 F iufﬂ. E T
fudd o Pavarites ™

Acdd ta Favaritex ™

Once you arrive at the PunchOut catalog, you may search for items and add them to your
shopping basket. Go through the checkout procedures at the PunchOut website to pull the

selected line items into your eVA requisition.

Search Strategies

Initially there are millions of catalog items to search. Your search strategy depends on the

kind of shopping you are doing.
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If you are looking for a specific item, your best bet is to enter a contract number, part
number, or vendor name to take you exactly to what you want.

If you are searching for items under state contract, if you know the contract number, enter
it in the keywords filed. Otherwise, select the Contract Type search field and select the
contract type.

If you are shopping for a best buy with only general requirements to meet, you will want to
narrow your search to items that most closely identify what you want, probably by using
commodity categories or general keywords. If too many items display, you can narrow your
search even further by selecting additional search fields.

Viewing the Search Results

A keyword search will return all items with the specified keywords in their catalog entry.
Once you drill down to a specific category, the items will display an item description, vendor
name, and part number, etc.

VIEWING ITEM DETAILS

There are several ways to view search results:
Summary
Details

Summary (multi)
Details (multi)

The Details view shows additional details for each item, including Supplier/Vendor, Purchase
Cards accepted, SWAM designations, and Contract Number information.

PRICIAAN: Aequeition Lear Guide
shenmipn Cart A ]
Pemss 0 Total: $0.00000U50 il _m- |

Tl
| B sz B Add ttems
B sud s
Ao Hams o your recpaeifian from e catalog or Fromn your famsriies grougs. Yo can sleo anter datails for non-catalog itanms.
i  Entire Catalgg = Sl Eguomeck and Supples > Clesnica and ianitacial sunoliss >
i Saarch [m: - | 1 > Braam bt map handias Crasty Nor-Cakn| kB
& itarna Found Show Resulter [20 par page | Yisw By | Cebagery 9] | Cabais -

& ibarm Found in: Clesring Equpmart and Supphas > Cleaning and jaiborial suppliss = Broame and meps and bruthes and scceearies
= Broom or mop hardies

Soeed Chanoe Aberoleee Moo Hande, edinelin E-ium-:-:-:-.lst- ! aach add ko Cark
Supplinr:  Carkrewille Agnoutbural Equipmant TEST Spund Changa Farglass Nop Handle, édinx1in Add to Favonbes ™

Eurclier Part £1 WIMHAOFR0000
Contrack Type:. 99

Contrack £

Effective Date|

Comtract Link: L2

ETA [Days): 3

Hanufacturer M Wilen Professional Clesning
P-Cards Avieptedi  AMEM VISAING
Sarvica Arman:

Emal Busine st

Minority OEned Busingss:

Yoman Grened Business;

Skirrup Sdyle Handhk, 1-38n=dlin Handle, Wood E i LTS ! mach add ko Cart
Supplinr:  Cerkrealle Agnouthoral Equipmant TEST Strngn 52yl Handla, 1-1/Binx60n Handle, ‘Wood Add to Favonbes ™

Eupplier Part £1  WINHAO1e0000
Caontract Typa:. 99

Contract £

Effactive Date!

Contract Link;  L?

ETA [Days)i 3

Hanufscturer Meme;  wien Frofessional Clesnmg
P-Cards Aciepied:  AMENW VISAINC
Sarvica Armas:

Ermal Business

Minpnty Omned Buslinaes:

Woman Omned Business; |
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The Summary view shows only the description and price for each item.

PREGA4A0: ﬁ.nqur:ﬁin:r; Lkar Guide
Sheppieg Cart i
Fems: 0 Tokals $0.00000050 m

'gﬂ“ﬂf El Add Hems

&dd ftems - yols recpasEnan from the catalog ar from gour fewaribes grouss. Yo can sl ender detsls for non- catslog e,
Iﬂ ek How T n Detniz
Il , Emtire Catelog = Ciepneg Egupmert and Supphas = Clpanrs oo |anfonst supples -
§ | SEar I e and mape acd bruihos and accwciGniae - Braom or mop handlag oreths Vor, stalg e
¥ e (S [fi] oo
5 itamns found show Aesyhs: ..."I:I Feur pape ! Wiy By CEEQDIYT W SUMITep b

5 itens found ind Cleaning Equprment 8nd Supples > Clesning and jaratorial supplies - Brodms and mops and Brashes and Scoefsaries
= Hropm or mop hasdies

Eoeed Chanoe Fibsraksss Mop Hands, slinein F11 2a0000ED ¢ sach
B0 10 Favortes ™

iryp St ndbs; 1- 150w Handks, W [F] #3 0eoonies f oach  [Wdd ke Cark
B3 1o Favpnbes ™

Ipanig W n Fstsl 7| $9m0000s0 Jmach  [BAERCARE

Eavnon

g i Hi [Fh10 doocouss foach (AL EECark
Ackcd 0 Favnribes

Dusk Hop Handbe, bskural, Las Sith 0236500500 .. 7] $4 000000 ) wach (B4 En CarE
A tg Fayprites T

Select the item’s description to open a screen with all item details provided by the vendor.

The Summary (mutli) and Detail (multi) views display the same information as the
Summary and Detail views, with the additional feature of a Quantity field to the left of the
item description. You can enter a quantity for one or more items, select the checkbox next
to the items, then select the Add to Cart button.

Py A T PRI REEIn U T
Ttems: 1 Todak §5.0300005D
T
Gt El Add ltems
B [ERme
A e to your cequistion fram the catalag oF from your favorites groupe . vou can alio enter datails for non-catalog fars.
h Lhegkout How To - Soreer Defails
: Swarch In: Enbre Cabalog = Apparsl and Luggage snd Personal Cars Producks = Dabhing
3 thame Found Wi Bt | Catrgary 1I'| sumrrnary [multi) (=
I ttarrm found in: Apparal snd Loggsge and Parvonsl Care Products = Clothing > Clothing scoassarins > Gloves sr mitans
& cex: |2 st Hitts, Por Hard To Reach Dustng & ¢s0a000use f box
Add to Favortss®
|
I itarve Found in Apparel snd Luooess and Parsonal Care Pradusts = Clathing = Clothing sce=ssaries = Sweat bands
P c ol Bhgeeberk Calluke [Tt 51000050 ¢ pack
ekl to Favorkes™
|
§ tharrs Found in; Aoparel snd Lugosos and Personsl Care Products = Clothing = Undergsments =~ Imfast dispers
O g fa Eampers Bsby-Cr 15, Sipe d, Minipacl: Fhes proonusn (osck
fuid iy Pavpries™
'
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Select the item description to see the details provided by the vendor.

m"w

fudd Trilw

PRIOZAAN: Aequisrion Lssr Guds
Itmnaw: 0 Totsl: §0.000000S D

E] Additems

Add (e 10 o requistion from the sataleg of from pour favorkes grodpe. Tou can dles entar detals for non-catslog &ems,
How Tg Screen Qetails

bl > Sleerini gl iaritorial sugolis = - -
e I |l Wrrecs A b R A T T S [Crawts Hon-Catdag lam]
ERvand: Dphons =

% kmmun fourd Ehwwe Results) | 20 par page (& Wiew Byl Cnﬂlgnr\- "v'l Crwtailn -

& kems found ro Cleaning Equipmrart and Supplies = Claaning ard janitorial supplas = Broors snd mopz and brushes and sacassaries

= Brommn or mop Gandles

[Fha1.8an00use: f eack  [RldEs Cark

Suppler:  Certravila Mneulbieal e rit TEST Spesd Change Fiberglase Mop Handla, £0n=in Hdd ko Favbrkes ™
Supplar Part & WAHAOTEO0DD

Cortract Trpe: 00

Carkraot ¥

Eff activa Data !

Carkract Unk: L

ETA (Diaps): 3

Marifachifes Mame:  Wilen Profescianal Claning
P-Cards droepded:  AMERVIEGNC

Sefvicd Afoak

small Businsss: |

Minarity Ciwned Business: [

woman Cywned Business; [

If you select the PRODUCT description, as shown on the previous page, details about the
product appear on a new screen.

Select the Back link to return to your catalog search results.

oL *W' FEEMH R bt on Lker Gude
Mura: 1 Telsk (0.100] RS0

Ak T
i Bl Addtiems
|2 R
{ Bl WY O P O Te TR WO T Db O THOTE ¢ O B3N A0 Tim O ik E0ey DR B o B0 - el D e
E Chockesi HyeeTo Zorpon Dictoily
< Bk

Progect Details:
Mininem Ordar:
Hazardaw Praduk |
Tarace Arear

Maddmasm drder:

Pty O i Birdneds]

Woeman Gened Buziscman

Speed Chesge Fisargless Hep Handie. d0insclin

R to G| A0 1 Feworbes™

CorRret Biretn

orkract Tape: (1)

Supplar FIK: LR TR )

Commadip Codel

Flard: BRI WTSE N T

Racpcid #roduck: I

Papment; Tarm) Mt 30

Produch Fowed Chage Fiterglanr Map Hendle, $0msxlin
Tupplur: Sanirwale foncubure Eouemank TRET
Zaipplier Fort &1 WM TSR0

Morarfarturar Wi Professional Claaning

Mg Part WINCEE A ID0]

ETE [Cawshi i

Infr

Pani. Infos Etbo e v chan ket s Pda e Co whrdeckTie e neke o s
Effentied Diate|

Morkick Froo: 113 ATmisn

Sl Bumrem:

BEL SIS | ek
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Webinfo Icon
Some vendors may provide more information about an item or a picture of it through a link
to another website. Select the webinfo icon () next to the price to go to the website link
provided by the vendor. You may close the new window at any time without closing the
eMall window and ending your eVA session.
[T Nt it iaggs Favaanes - Wiesaaty ”&H‘ﬂ;‘ﬁ.'ﬁﬂ'ﬁ;iﬁﬁ;@@
Be B e Fgoctes [ode Hel 3-a-@E@aarlEes N

] v il confr ey okt g Posbostm BE0CHES ]

A

] oo B 1o

VIEWING SUPPLIER/VENDOR DETAILS
Each line item has a link for the vendor that provided the catalog item.

! Cart FRZ13430; Requismon Uzer Guide =
| Thems; 0 Tetak 4000000050 i e Sl
Al Titly
a El Acd ftems
Bl sid e
I Add Banne B your requisit on from: the cabaksg ar Fram-y our favargee groipe. You cen ko entar detals far ran-cataog fiams
|é Lhackpat HowTo Sorien Datals
i . Eniire Catalod > Chaning St and Sucalie > Gleannd sl jankackl sucdies =
y | Searchin: ; = 3 BrEGmiaT T et Creats fan-Camskg hem
| e | | aptins "
§ kams faurd Show Rmmuba: |20 porpege % Uisw Bp: [Category g | Detais »

§ bams fourd ini Cleaning Bouiomant snd Supodiss = Sleanng srad fandorial supgbes = Beoomz and mops and brishes and Soosss o
> Bronm or map bendles

Charge F HopH i [Pt 1.e0musn £ escny

Suppier  Citrpala dancubursl 1 Spaieid Charga Farplace Nop Handk, abinsdin A 1o Fawvaikes ™
Suppleer Part £ WIFROFE0 000
Contract Taps L1

Conaract £

Efferctres Dinke:

Cortract Linki 3]

ETH Daysh 3

Marwtacturar Hame: wilkn Frofessional Clesning
PoTarch Accmpked:  AMEN; UISa; BC

Sarsicm Arme:

Srnal Bugires: 4

Minanty Orred Businass: [

Wornan Genad Businesst [
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Select the Vendor name to view additional details.

Shessing Cart R
Fnﬂm
B3 ok
Eﬂmﬁ.ﬂl

PRI Repistion Lker Gusde
Bmrm: 0 Tedsk {0103 0MISD

El aodiems

i TS T O Do UL WO T Ok OF TYOHTE 0 BN I 0 G 5y T 0ROy B § Ier Ot b Vo i - kel o) e Teh
Hure T Zorzen Dictoik

= Back
Corfresile AuricuBursd Equsm et TEST

Supghur Gesoral Isfermatinn:

L earEanel Carrtrevlle Agrauttiral Epiipniane TEOT
Hereirsd Mg Site

el T T L

Supplir Kare: Cantrevilm Agrcuttursl Equipmant

Cirterar [0

ComoRng Wb s Wi

Maias:

Brata v Cui o res s

Dtz

CuTEn

Cavisr Mathad

Termns af Papmen;

Canttyedn Shigpirg - Fard St Fairtux, Cantrasih Soriodtural Squnrrant, Carireyile Bacater -
Win ot CENTRE-RIRGNS BUR Warshaise
=

LacatEdisl

Small Bumram:

Minaity e ed Butnse =

WA Cened Busiesi L

Select the < Back link to return to the Item Summary.

Adding Items from Catalogs
Each time you identify an item you need, select the Add to

your requisition once you check out of the vendor's website.

Cartbutton to add the items
automatically to your requisition. If you select a PunchOut catalog (with the Buy from
Supplier button), any items purchased at the PunchOut site will automatically populate

FE ] A
n ﬂ EOE1IA United Asguistin
Muma: 2 Tedak $213.8T0000S0
T
ES shopping Cart
Thess ars the tama you heve sdded to sour reguishon; Youcen adt, capy, ar dalebs =slacted ks rerre, snd sdd neee b e 1F
vouchangs ey vaduss, updete the total,
To hide this soresn in-the Fubire, ook the check biox] 10 shios the Sonean 3gain,. rapt the deteolt prsfersnce
s bhoen T Sigswen Cietnily
|3
- | Hile Cataii
[T bp, Type 58 SoSqly [ogoveptess gy it Brage Bepget
O l-_.[l ¥ Exparsding Lesther &ctach T Cann, 18n#odine-. .. I | ‘wach 7. 470MLED  § T AMDDUSD
Typplar: Canraville sgneybyrsl Foyoment Expardng Lasther AttachT Cae, 1Ar#hn-Sn0alinh, Black
Coreaot) Doy el le SHapging - Ford B, Fayldss
Cormmodity Cade: Busiraes cosss, Sttachen
Conireot Humbert
Bil Ton Faktsy Ofios
1 -
Oz H r Fludrescant Lamg, Meets BP8 Gudainas, Cool White |2 cartan §72.12000LE0  §144. 24000US D
Supplier: Cartresille dorcuburel Eougment Fluarsacant Lamg, Musks EP4 Cuidalinas, € ool Whits
Cortact: Camtreedle Shappi - Ford St, Fairfas
Cormmpdty Coder Lamps, Flypeesoant Ly
Cordrect Humbar:
| Bl Tos Parfas Cffice
Tokal Cart: r=t Koy il a]
[E=]
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IQj Although it may appear that you are creating your order at the vendor's website, the

vendor will not receive an order until you complete and submit the eVA eMall
requisition and get necessary approvals.

Each time you add an item to your cart, the Shopping Cart screen appears. This screen
gives a summary of the items you have selected.

In this screen you can:
Copy items that you have already selected, delete items, or edit items
Select the Add Items button or the Back to Catalog button to select more items

Adjust the desired quantity; to see the new total, select Update Total
Select Checkout when you have finished adding items to your requisition

If you do not wish to see the Shopping Cart each time you select a new item, you may
select the Don't show this page again after adding item(s)(reset in preferences)

Favorite Items

If there are catalog items that you buy frequently, you can mark them as Favorites. You can
then select items from your Favorites list quickly when you are ready to buy them again.

ADDING ITEMS TO FAVORITES
There are two places where you can add items to your Favorites list.

After you perform a search for items, you can select the Add to Favorites link for any of
the resulting items.

PRI AN: Aequisition Usar Guids [ ‘\-" Pr—
Rl - o oo ﬁr
fadd Trils
0 E Additems
E Bgd [Tams
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EX cheseous Mow T Screen Cetails
: Cora s - e s L i i
L Search In: ood A Eor e OREREE Crasin Non-Catslag [kam
weywords: TR Sotors
0 Emma foord Wiy By | Cabsgorp a8 ELmmary w
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You can also open a new screen by selecting the underlined product description. Select the
Add to Favorites link from the item's Product Detail screen.
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Selecting the link opens a list of your Favorite groups. Place the item in an existing
Favorites group that you have already created, or create a new group by selecting Other....
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Creating a New Favorites Group

Select Other... from the Add / Remove Favorites drop-down list as shown above.
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Enter a name for the new group, then select Create Group.
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Select the Add Item button to add the item to the newly created Favorite Group.
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ADDING A FAVORITE ITEM TO YOUR REQUISITION

If you have saved Favorite items in various groups, you can add them to your requisition
from the Favorites list on the Options menu.
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Select Favorites from the Options menu to add the Favorites list to your Search fields at the
Add Items screen.
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The Favorites drop-down list shows your Favorite groups. Select the group that contains the
Favorite items you wish to purchase.
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The Favorite group displays each item you have added to the group and the item is denoted

by a STAR in front of it. To add a favorite item to your requisition, select the Add to Cart
button.

&t i oy PR203430: Reduiston Ueer Guida
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The Favorites field was locked when you selected the favorite group. If you want to look in a

different Favorite group, or return to another search method, select the lock icon or the
Reset button to remove your selected Favorites group from your search criteria.

Saved Catalog Searches

If there is a catalog search that you perform often, it is a good idea to save it. To save a
catalog search, first enter your criteria. In the example below, the user needs to purchase
lamps and bulbs from Centreville Agricultural Equipment. He enters “lamps and bulb” in the
Keywords search engine and selects the vendor from the supplier drop down menu.
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Once the result displays, select the Options drop-down menu and select the Save current
search... link.
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other. ..

Give your search a uniqgue name that is easy to distinguish from other names then select
Save.

Toggle Tips Toggle Currency

Preferences

Save Catalog Search

Choose a descriptive narme for this search. This will help you ta find and reuse it later in the search
aptions menu,

How To Screen Details

Search Name: ..I-;amps andbulb searéﬁ

1| | 1]
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ADDING ITEMS FROM SAVED SEARCHES

Once the catalog search is saved, you may access it by selecting the Options drop-down
menu. Select the saved catalog search you wish to run under the Saved Searches section.
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This will generate a list of items meeting the query’s search criteria.
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Once you run the search, you may add items by selecting the Add to Cart button. The
system will prompt you to create a requisition when an item is selected.
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Adding Non-Catalog Items

If your desired item is not found in a catalog, you may enter a non-catalog request for the
item. To create a non-catalog item, select the Create Non-Catalog Item button on the
Add Items screen.
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Enter the details for the item you are requesting. Required fields are described below.
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Remove the text in the Full Description box and enter a detailed description for the
product you are purchasing.

Select a commodity description for your product from the Commodity Code drop-down
list. If it is not on the list, select Other...In the Commodity Code screen that opens,
enter a description for your commodity and select Search. When the appropriate
commodity appears in the list, click on the Select button to bring your choice back to
the above screen.

Select Other... from the Supplier drop-down list unless your vendor is already there.
Follow the instructions for Selecting a Supplier below.

In the Unit of Measure field, you have the same option to select or search for a different

value just as you do on the other fields where there is a drop-down list at the end of the
field.

I:;j Be sure to enter the proper Unit of Measure so that receiving records and/or invoicing
can be done against your order. For example, if you are purchasing a 12 month
service contract, select “month” as the UOM and enter “12” as the quantity.

Enter a unit price for your product/service in the Price field.
Complete the remaining fields. If you are purchasing a product under state contract, it is
important to enter the contract number in the Contract # field. Although the remaining

fields are optional, please enter the information as accurately as possible. Most users do
not use the Supplier Auxiliary Part ID field.

Once you have entered the details for your non-catalog item, select OK to add this item to
your requisition. You will return to your Shopping Cart, unless you have chosen the option
not to return to the Shopping Cart after each item entry.

Selecting a Supplier

Your recently-selected vendors will appear in the drop-down list in the Supplier field. Use

the Other option to conduct a search for a vendor that is not displayed on the drop-down
list.
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The Choose Value for Supplier window appears.

To find a vendor, enter a portion of the Vendor Name in the search field, then select
Search.

Choose Value for Supplier m

Salect & bakbie From the list or enter & wabie and ssarch For £ vau can slso select & speofic page fram the pull-down list or
click an = oM to display the previows or nest page

How T Seresn Datailk

0 Thare are tan many matches to display the entire list, Refine your search orteria and try again.

Fisld: | Supplier Hame i-"] B W IE'
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! gno vakia)

When you find the vendor you want, select the applicable Select button. This name will
appear in the supplier field on your Non-Catalog Item.

Choose Value for Supplier m
Selact a walue from the lst or erder a wales ard search for it. vou can slzo select a speofic page fram the pulkdomn ist or
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l:gj IMPORTANT! To view the ordering location(s) available for the selected vendor,
choose the [select] link next to the Contact field on the Add Non-Catalog Item
screen.
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Adding a New Supplier/Vendor

If the vendor you want is not registered in eVA, you may add a new vendor for this
requisition only by selecting New from the Choose Value for Supplier screen.

I:Jj CAUTION! Your agency/organization may be liable for an additional transaction fee if
you use a non-registered vendor for your eVA purchase orders.

Choose Value for Supplier

Eplect & walus from the §st orenter a walie and search Forit: Tou can alzo seleck & speofic page fram the pulb-desn st or
dick an armow to display the previous or rext pags,
Hpw'To Eppssn Detals

Field: | Suppler Name w] [aec | %

o Smppline Mame Small Business Moority Mwened Business Waman Gwmed fpsmoss Action
d  &BC Comouters I, f i
8B Gifts and pask r C r

BBC [rvagngot Washirgton fne. I i r

HB Leanl Servicps, I f I

ARG Ph m vignm I, T B r

AR Staffing [ I

8 mpans (b r "

BBC Translaton Servis, LLC r C r

< seoum eret i :

=

The Create Suggested Supplier screen opens for entering the new vendor information.

Create Suggested Supplier

Erk e thie ricpssted Bformation for tha rews valia and thep sewedit, The new vabis i sdded to the §ot af walues inthe Chaaser

b T Scraan Dataile

Suppliar Mame: MBC Offios Supphes

Cuskarrer 10
Com. Meb sta;

it

Praferrad Currsrey: [re walum) | 2
Dspatch

Carmiar:

Cairier Methodi

Termrs of Papmant: :

Lacsbane: (Ealect & valuay [ gslect ]
Sl Businags: O

Hireerity @wnad Busirns: [

woman Ouned Buriness:  [7]

P i

The Supplier Name field is highlighted to show that a value must be added. Enter the
Supplier's/Vendor’s Legal Name and select Save.
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After saving the new information, you will return to the Choose Value for Supplier screen
where you will see the name of the vendor you entered.

Choose Value for Supplier [ cancei |

Balack s vakis From the lst or sptar s walue and search for & vou csn dlzo selsct s spaofio pags From the pull-domn lst or ool snsram bo
dizplay Eher previnus of ract pads.

How To n Detai
e

| Sumplier Hame Small Burinesg  Msocity (weed Hasinsss Woman Dwned Busmness Actos

S apc o supdios r I [

il

ABC CitE and Bagkuts R E r
assbeaun |
ARCLauel fnvane. o R I 3 [E=k=]
AR Pk b Imaang Saciez, [nc. |
AR R " . [E=k=]
= by o T I
aRfdean ahan Sesy Lt 2 L L [E===]
MERS SEC ! EPSTEM [

Select the Select button for your new vendor.

You will return to the Add Items step with the new name in the Supplier Name field. You will
now need to add an Ordering location for the Vendor.

Adding a Contact for the New Supplier/Vendor
Choose the [select] link next to the Contact field.

in i PRITCH ET: Recquistion Laer Gude
! Tmroa: 1 Tokak $0.00000180
B ssitens
B E AddNon-Catalog lem
IT woax canret InCaks an Bem in e cataiag. raquest a noneeataog imem wAng the felds belos, Hor-catelop ibams mae ke lorger oo
01008 55 ba panse Four puthesing department may gt invabad to tomolkshs the order, Xdd the information befor leaving the soreen
Hisa T Soepan Dokl
1- Full [sssoriphion) | Entar & dmacrphion far thie e,
i
*Cormmodty Code: Frirdar and facarmils and phetcapar supglan, Ink carindgas | Suppler Auzdiery Fart [0
*Supplar: AR Crffica Supp e ; - Quankity: 1
D walue i mut cqual te target valised s}
*Corkact: (e vaiet [ 1 urit af Messurs: wich =
The walie i
@ The e kS et BLCEpTa) it G amnniE "_d
Sunpher Pam Mumher L
Arinaint f0.mOmLED
Candract £1
Upikyte Tokal
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The Choose Value for Contact screen will open.

Choose Value for Contact

H No valid choices are available.

Field: |Preferred Ordering Method v“

; Preferred Ordering Method Mame Street City State
‘ There are no fems to display,

Select a walue from the list or enter a walue and search for it. You can also select a specific
page from the pull-down list or click an arrow to display the previous or next page.

How To Screen Details

| | Searchl @

Contact Action

Select the New button to open the Create Custom Contact screen. Complete all highlighted

fields. Your contact must have a value for either Email or Fax.

How To Screen Details

Preferences Toggle Tips Toggle Currency
Create Custom Contact
Enter the requested information for the new value and then save it. The new value is added to the list
of values in the Chooser.
Mame: |.°.BC Office Supplies
‘- Street: 1223 Letter Opener Drive ;I
:
; i
City: |Fair‘fax
State: |\.I'F\
10: aDad162
Fostal Code: |22033
Country: Im
Contact: |Fred Yendor
E-mail: |absos@yahoo.com
Phone: |703-555-1234
Fawx: |
Tax Id Mumnber: |233455677
Preferred Ordering Method: Print
e WP |

Select the Save button. You will return to the Choose Value for Contact screen, with the

name of the new order location information listed.
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Choose Value for Contact m

Ea ot s yalue from e listor srtar & valus and search for £ Fou can alsa select 8 speofio pags From the poll-dowan iz or click an

arrom to display tha pravioks oF iest fage.
How To Sereen Cetnis

Field: | Preferred Crdenng WMethod &) || Search
Preferred Orderng Methed  Hame Strest LRy  Gfabe  Contact Action
4 Print BEC Office Suppliss 1220 Lether DpsnerCrive Fairfas  Wirginia  Fred Wendor

When you enter new vendor information, the Preferred Ordering Method is set to "PRINT"
meaning the vendor cannot receive the order electronically. After submitting this requisition,
you will need to print and fax/mail all items on your order to this vendor.

Once you choose the Select button, you will return to the Non-Catalog Add Items screen
and see the newly added vendor’s location name in the Contact field.

PRZ03433: Requisition User Guide

Add Title e [ —
Items: 0 Total: $0.00000USD [Cancel |

Add Iterns

El Add Non-Catalog Item

Checkout

If you cannot locate an itemn in the catalog, request a non-catalog item using the fields below, Non-catalog iterns may take longer to
process because your purchasing department may get involved to complete the order, Add the information before leaving the screen,
How To Screen Details

1 Full Description:  Canon BCI Color Ink Tank for B1C 4000

0

*Commaodity Code: } Printer and facsimile and photocopier supplies, Ink cartridges v| Supplier Auxiliary Part 1D:
*Supplier: | 4BC Office Supplies Vl Quantity: :_1 |
*Contact: ‘_ABE_O_FEE§£E\_|_ES_| [ select ] Unit of Measure: cach B
supplier Part Humber: i
e— Price: ED‘DDDDDUS\E
Contract #: e $0,00000USD
Update Total

* indicates required field

Insert the quantity, unit of measure, and price for the item you wish to purchase and then
select the OK button.

I:b If you are purchasing a service, keep in mind how the service will be received and
paid for when determining the quantity, unit of measure, and price. For example, you
need to purchase a year of elevator maintenance service at the rate of $2,400 a year.
If you will be paying for the service at the end of the contract, you would insert 1 as
the quantity, year as the unit of measure, and $2,400 as the price. However, if you
will be paying for the service in monthly installments, you need to put 12 as the
quantity, month as the unit of measure, and $200 ($2,400 divided by 12 months) as
the price.

The Shopping Cart displays the non-catalog item you just added.

The new vendor you just added is for this requisition only. The eMall never retains this data.
If you want to purchase from this vendor again, please contact the vendor and encourage
them to register as an eVA vendor, explaining the many benefits for its use. Refer the
vendor to the eVA Home Page to register.
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If you need to order additional items from this vendor, copy* this item and make the
necessary edits to the item description, price, etc., so you do not have to re-enter the

vendor information.

*1f you do not copy the item, the requisition will split the transaction into separate orders.

When you see this item in your Shopping Cart as shown below, select the checkbox next to
the item and select Copy.

PR206364: Requisition User Guide

Add Title = =
Ttems: 1 Total: $10.00000U5D Back to Catalog [f| Checkout
Add Iterns
f= Shopping Cart
Checkout pp J

These are the itemns you have added to your requisition. You can edit, copy, or delete selected line iterns, and add new line items. If
you change any walues, update the total.

To hide this screen in the future, click the checlk box; to show the screen again, reset the default preference.
How To Screen Details

1 - .
. Add items | | Show Details
r“ MNo. Type SR Solicit Description Dty Unit Price Amount
E I Canon BCI Color Ink Tank for BIC 4000 1 each $10.00000USD $10.00000USD
Total Cost: $10.00000U5D
[Edit] [Celete]
[Joen't shnw this page again after adding item(s){reset in preferences).

A copy of the non-catalog item is added to the Shopping Cart. Select the checkbox next to
copied non-catalog item and select Edit.

add Title PRZ070&0: Requisition User Guide =
Items: 2 Total: $20.00000USD Back to Catalog

Add Tterns

Shopping Cart

Checkout
These are the items you have added to vour requisition. You can edit, copy, or delete selected line items, and add new line items . If
you change any values, update the total,

To hide this screen in the future, click the check box; to show the screen again, reset the default preference.
How To Screen Details

14 .
Add items | | Show Details

[T MNo. Type SR Solicit Description Oty Unit Price Amount
(11 i Canon BCI Color Ink Tank for B1C 4000 1 each $10,00000USD $10.00000USD

2 r Canon BCI Color Ink Tank for BAC 4000 1 each $10.0000005D $10.00000USD

Total Cost: $20.00000USD

2 ] )

[JDan't show this page again after adding itemi{s){reset in preferences),

Back to Catalog || Checkout

Once you select the Edit button, you are taken to the Edit Line Item screen. To learn more
about this screen, refer to the Edit Line Item Screen section of this guide. Edit the fields on
the new line as needed (e.g., description, quantity, unit of measure, price, commodity code,
etc.) leaving the Vendor information unchanged. Select OK when you are done.

From the Shopping Cart screen, select Back to Catalog to return to the previous Add
Items screen to continue shopping, or select Checkout to complete the requisition and

submit it for approval and ordering.
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Step 3: Checkout

Once you have proceeded to the final step for Checkout, you may do additional required
edits such as selecting multiple items to change accounting codes, shipping addresses, and

adding comments or attachments.

ke PRE0A4II: Requisition eer Guide
Add Tl
N El checkout
Al Herrs
AEvEM YoUr rEqUE SN, ks changes &5 nacessary, and submk the rague sl for aprows .
Bl checiow Hoiw Ty Soresn Detais
Ve ]
i didi )
Y Titta: Requstian User Gueda
on Bahalt of Admia, D333 W
Cxadap Purchaca Untl: 7 |=
Ues PCand: O
PCard number: Deptshargs
Ertity Code: 101 | zslact ]
Fispal Taar 2005 11 zalace
Sub-Entity! 133 |1 2alet
P Cab=gary: WLl VL ek ]
Erkity Header Sross Referanael
send ALL kwme to sProcorement: [T
— N T —
Limir Ttoans Wi iterms | | Shesy Dataiks
T he, Teps 5B Solicin oy Umit Price Ameunt
0a: HE f Enter & descrition for this item, [1 mach  FlOOCODOUSD §10 CO0OOUID:
= R | B lnheenkianpee R S e ok i carbon $72 1S000LSE §72 22000USH
C1a [ r Sranky Tape Bula, 13 Long, Thurb Latch Lock.. |1 gach  $501000UEC  $§ J000LED
Total Casti §87,23000U50
Updats Tatsl
—
| shigmng - Eatire Beguasitien
ship To: | Fanrfax Recmiveg
CelivarTo: Richrreand Recaiving
Mesd-by Dats; 7 it
i Chmmeeats - Entire Regikedtion
Commants:
[ rcdide ammertrattachmantie) on purchacs oroers
[F AR achmark]
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Summary Tab
The Summary tab allows you to review your entire requisition on a single screen, or to

make edits to multiple lines simultaneously. This is helpful for the final review of the
document before you submit it.

The Summary tab has four sections:

Title — Requisition

Line Item

Shipping — Entire Requisition
Comments — Entire Requisition

Title — Requisition Section

The information in this section is taken from the Add Title screen. It has general information
pertaining to the entire requisition. Review this section to ensure all the information is
correct.

Line Item Section

This is a list of all items you have selected for purchase. To see the details on each item,
select the Show Details link above the Amount column.

Edit Line Item Screen

You can access other details of the line items from this section by clicking the checkbox next
to the item and selecting the Edit button, you can view and/or change the following fields:

Bill To address

Accounting codes

Contract number*

NIGP code*

Comments and attachments*>
Ship to address

*Not available for Mass Edit.
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PR!_I:-EHM !lumk!'ﬂur!_wvur lgl.l_d\!_
Hgmeg) 1 Tobal FE0Z0MUEE

Requisition

Thin is & summary of tha rtam rau sslecisd. Changs sy sditah bn fakd and save your changes. N
[ Lome e Dt
Wi 1
Coarriptin: DCunt Mitts, For Hard To Basch Durtng

Buppkes Part Rumber [AL34a72
Suppliar Auzdiary Fart 10; MonConkract_sivAcrtsleg

R [ -
Urat of Masura: bkax

Priosl 45, D (e

= ity Codu: Slgthng Slawan or mitens
Bunpker Lanirevils Soriyhyes] Sl Diesnk

Cankuct: Santrueiin Shicang - Fecd S, Partes [ obict
Cantract 1

RegLinaFikii [frm vabied [ pkat]

Bmal Business -

ERP 70 Mumbar: lirovabiel [t

Firarky Hunraen: =

warren Csaned Busness [

Budget Crdu: lirovabiel [t

Froject Codm: Ii@l—lm]

S S—
ERP P Crass Refananosi |

e —

Fusalni o

Bl Ta: | Fairfax office H

Addianal Dista:

|u:—-hu“|h-

Funtt [ira vabml [ et
FroqramSut-Frogram [iravabml e
Sub-Oh ek B oot [ira vabiml e
Tast Certert

Pt

FIRE:

e

Fiakds

Curtarrar:

Aty

Acctuntng Sraws Refarence: - I |

wiark Ordur Humbar: ]
Crackt Mama: ivas FEiHo
[EpiE A Ermuriing]

| Shipping - &¥ Line Hem
BhipTal Faarfan Rsgednimg 2!
Dulwann_!l Pic o _|

Hescby Doban 7 | 8

| Commmets - By Line Sbems
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Accounting - by Line Item

The Accounting — by Line Item section displays the accounting values for each item on your
requisition, and allows you to make changes as necessary. If your agency/entity has set up
default values for your group profile, they will display.

You may edit the accounting for each line or split the accounting for an item.
There are two ways to edit a value:
1. If you know the valid value you want, enter it directly into the field.

2. If you would like to select a value from a list of valid values, select the [select] link
next to the field you want to edit.

| Accounting - by Line Item

Fund: [445 I select ]
Program/Sub-Program: (.ru:n value:‘J [ select ]
Sub-0Object/Acocount: {no value) [ E ]
Cost Center; '(_n!:n vallue_) | [ select ]
Project: i;no walue) I select ]
FIPS: (.ru:u value) [ select ]
Grant: (no value) [ select ]
Fielda: :(na value) l [ select ]
Customer: ';{na value) [ select ]
Activity: [{no value) | [ select ]

Accounting Cross Reference:

work Order Nurmber:

Credit Memo: ives (#)Ma

Split Accounting

Split Accounting
To split the accounting for a line, select the Split Accounting button.

At the Split Accounting - by Line Item screen, select the method to divide line charges:

Dollar Amount
Percentage
Quantity
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Enter the desired accounting distribution for each split

i PRI0G364) Requisthon Lker Guide
Fwams= 1 Tekal: $5.03000020
Add.jtare
= E] split Accounting - by Line item
Speodfp hoaw ta spitthe line dem charge [(for axample, by percentagal srd then arber the appropnate aopurbrg and split information
How To Seraan Cetnils
i Line It=rm; Dust Mitks, For Herd To Resch Dustog
:: Splt By Pargertage I '
[Eedate]
Mo, Accomntimy Information Sphit Amopunt  Ackion
1 Fung: fric vabue [ wabect] 1007
Programy/Tub-Program ; [ne vakse) [ ==lnct ]
Sub-Objackdccount: [no wakest [ mingt ]
Coat Cerker; Lne vaked [ s=imct ]
Propct [no vaks) [ zoient ]
FIFS; [no vaksd [ sxbent ]
Eramt; [ro vabks} | saegk ]
rids: Inovakey [ edan]
Customer: [no vaks) || palact ]
Arhvity [ wakm} [ gedagt]
Apopontng Cross Aaferance
fork Circer Hurmbar:
Cradit Memn; [Cres (®iNn
£ Fundr [no vaksa) [ pmisct ] II]%
Program/Eb-Frogram | [me vabm) [ s=lack ] :::rnzt b
ere,
Sub-Sbjecklecount: o vabsd [ Sedect 1
Cost Carken Ino vakse) [ et ]
Praject Ino vake) [ Eslsick ]
FIFs: {Lne vakse) [ smlmct ]
Crant: Lne vaksz) [ salmck ]
Fisld: [LLRELT] I eslacs ]
Cugtamar: Lre waboed [ nmlact-]
Bty s Lno -\.-uluej [ mslack ]
Accourkig Crose Rafarencs:
work Cirdes Humberi
Cradit Memo: (Caves (Eha
Unellocsted: 0%
_Tu’t-l': 1ors
5dd 3gik]
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At any point, you may select Update to calculate the allocation between accounting
distributions.

The screen opens with two splits, but additional splits may be added to the first split by
selecting the Add Split button.

eVA will keep track of your splits and the allocations to each to ensure that the funds are
fully allocated, whether by quantity, price, or percentage.

When you have finished allocating funds between the splits, select OK to return to the Edit
Items screen.

Shipping by Line Item
To apply shipping instructions by line item, refer to the Adding Shipping Instructions for
Entire Requisition of this guide.

Adding Comments and Attachments to Line Item

You can add comments and attachments to a line item to provide additional details about
your request.

Comments are permanently attached to the requisition and can be viewed by anyone with
access to the requisition, including approvers. Approvers can also add their own comments
to the request.

The checkbox (include comment/attachment(s) on purchase orders) indicates
whether the comment remains internal to the requisition or whether it is sent to the vendor
on the purchase order. Leave the box unchecked, for example, if your comment is only
intended for an approver.

To add a comment at the line level, select the Add Comment button in the Comments - by
Line Item section.

| Comments - by Line Item

]

At the Add Comment screen, enter a comment in the Comments field. If it should be seen
by the vendor, check the box below the Comments box, as shown:

Adel Comment

Enter comments sbout the fine item.
Huei T Sereen Detsls

Gommanty; Need to add an skachment

1] inchads commerty sttachmerts] on purchese ordars

%
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When you have entered your comment, select OK to go to the Comments - by Line Item
screen, where you can add any necessary attachments. Select the Add Attachment link if
desired. Instructions on how to add an attachment is provided under the section Add
Attachment Screen of this guide.)

| Comments - by Line Item
. COMMEMT (ITEM 1) by Adminl, D333 on Tussday, Februgyy I, 2005 5t 2:27 oM
Meed to add a comment,

[¥ include cormment/attachrment(s) on purchase orders

Miew Reply Add .ﬂ%achment Delete

Add Comment

Once you have completed all of your edits, select OK to review your modifications.

You will be returned to the CHECKOUT screen.

Editing Punchout Items

Unlike regular hosted items where you will be able to change the quantity, editing punchout
items is slightly different. Because buyers must access the vendors’ website to purchase the
goods, buyers must also access the vendors’ website to edit the request.
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Select the Edit this Punchout Catalog Item link to access the vendor’s website.

@ & «ID

Preferences Toggle Tips Toggle Currency
Add Title PR206920: Copy of User Guide
Items: 1 Total: $53.72000USD
Add Itemns
E] EditLine Item
Checkout
This is a summary of the iterm vou selected. Change any editable field and save vour changes.
How To Screen Details
e | Line Item Details
3l
4 Mo 1
I Description: APFPLES SLICED US FAMCY 6410
Supplier Part Number; 10001
Supplier Auxiliary Part ID:
Quantity: 5
Unit of Measure: case
Price: $16.74400U5D
Commodity Code! Fruits, Apples
Supplier: WDC - Punchout
Contact: MCD - Random Hills Road, Fairfax [ select ]
Contract #:
ReqgLineField1: il;.an'\.t'?|L.|§) | [ select ]
Small Business: [
ERFP PO Number: |{no value) [ select]
Minority Business: N
Warnan Owned Business: |
Budget Code: _(_nE \_u'a_IL_le_) [ select]
Project Code: :!-{.no va.luej__ . [ select]
Itern Cross Reference: [
ERF PO Cross Reference:
NIGP Commodity Code:
Resale: 4]
Bill To: | Fairfax Office vi
Additional Data:
Edit this Punchout Catalog Item
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Select the Make Changes button. (NOTE: This button will differ according to each vendor)

Close PunchOut Catalog Shopping Session
Department of General Services
Division of Purchases and Supply
[5
Virginia Distribution Centar - Intermet Remote Order Entry Panel
Add Hems e Chy Chack Dul | [ Emphy Bosket Expar Mode |

Circler Stodus

Current Basket

QLANTITY OTAL PRICE JTEM HUMEER JDESCRIPTION HAZARD CODE
19 | 16744 33.72 910001 APPLES SLICED US FANCY BM0 4800 LES
Make Changes | . __ [delete items by seiting the guantity to 0 or erazing the fisld)

Price of tarms In
Eashet

Mass Editing

To edit multiple items at the same time, select each item you wish to edit with the SAME
information by selecting the checkbox next to the applicable item.

To mass edit ALL items at once, select the top checkbox next to the No. caption.
Select the Edit button below the items.

| Line Items | Show Details
T No. Type SR Solicit Description Dty Unit Price Amount
ko » Enter a description for this itemn. 1 each  $10.00000USD  $10.00000UsD
] Fluorescent Lamp, Meets EPA Guidelines, Cool
2 i [ e E carton $72.12000USD  $72.120000SD
3 m [ Stanley Tape Rule, 12' Long, Thumb Latch Lock... 1 | each $5.11000U50  $5.11000USD
T )
| Total Cost: $87.23000USD |
@ Update Total
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The Edit Items screen opens. Although the Mass Edit screen only displays information for
the first item selected on the Checkout screen, any changes that you make to this line will
apply to all items selected.

Add THIE FREOI4TI ! Requisition Lser Guide
Theams: 3 Tokal: $67.23000US0
E Add Herms
BT i El Edit items
rau hawe chosen to edit mukiple berns . The changes you make to e sample item apple Toall sslected fiems. Madifs the fecessany
Rald= and revise your changas,
bow T Soreen Cetnly
LI TR
8 roguisisie Mo 7 e ueod o Bic sarm ik Hoan 1 fhaes sl
| Lime Thesn AR .-:.I-u
Suppler: wemrovile Agngukyes Eouprent
ConaEs: sentrevile Shioong - Ferd B, Faifae [ et ]
Sommadity Sode: Lamps, Fharaecant lames
ontract Hunndesri
il To: Farfax Office W
dmiall Business! B
Mircrity Cwned Busress: [
woman Cswned Business. [T
Accousting - by Line frem
Fund: [[ne valueh [ apkt ]
Frogramysub-Frogram; (no value) [ eias ]
Sub-Objastrcount; [ value) [ el ]
CostCener |Cno value) [ zedact ]
Froject; [t valug) [ zziace]
FIPE! Mnwvaluwy | [asteat]
Grank: [[novaluey | [ zeleat]
Fiskda: [t walue) [ zelaee]
Cushmer (Cno valui) [ zdact]
s [nawalaey [ gstent]
feoounting Cross Betersnoe |
work Ordar Mumber:
Crecit Mamo: 3 ves (5 Mo
| Shipping - by Line [em
Ship To: Mur Bacarving &
Dohvar To: |Richrond Receiving
Hand-by Daba: ? | H
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Review Modified Fields

The Review Modified Fields screen displays a summary of the fields that you have changed
on the first line, and that will be systematically updated on the selected requisition lines.

This screen compares the old line’s information with the new so that you can verify the

changes you have made.

n Add Tile PR203433: Requinihon Leer Guide
|
E1 2dd tteres

> g—" E] Review Modified Fields

Thase are tha fedds you hava modifiad . Confirm e changes or caneel making changes.

Eht [teme ; Bmy s
1 " y
# BEUEIRDS MeMm £ B uses a8 T itk e Aaan Jod iass adll
Obd Valus e W abue

Ship Te
Esirfax Fwceiving Bisin Auceiving

. F: = -
Itens: 3 Tokal: 467 23000050 mmw

When your review is complete, select Done to return to the requisition Summary tab where

you can submit or exit this requisition.

Adding Shipping Instructions for Entire Requisition

The Shipping — Entire Requisition section on the Checkout screen allows you to either accept
the defaulted information or to enter new shipping information for the entire requisition. To
ship the items to one or more locations, select the Edit button in the Line Items section and

make the appropriate changes in the Edit Line Item screen.

| Shipping - Entire Requisition

Ship To: | Fairfax Recsiving v |
Deliver To; :-REI';EH-EIREEEHQ
Meed-by Date: 7 | E

Default shipping preferences are pre-populated based on your User Profile. To keep the

default values, no action is required.

To change the default Ship To: address, select Other... from the drop-down menu. If you
are a local government, type your organization code preceded by an "L" as show in the

screen below, then select Search.

Choose Value for Ship To == |
Flald: | Mamres: _v_-i (=)
Hame Street Lity Sipte  Comdacd Actien
L=30-7d-Farry Mecluer High Schaal 78 Haxel dverue Buens Wisks ]
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You may also search for the Shipping address by Name, Street, City, State, and Contact.
When the address you need appears, choose the Select button.

Choose Value for Ship To ==
B ot & value from Hee st or gnter & valug ard sesrch for b You can also select & speafie page fram the pul-dawn letor dick an
arrom ko display the previons or recd pags,
How Ta Scraan Catails
Fald: | Hama  |w
Street City State Comtath Actan
4
y 111 Upland Richmond s Iiglpu;
Fakfax Aecesiving & Farfax Drive Fairfax [[FY
Man Recsiving T Main Soeat Faiffax A
ichmand Racaiving T Richmond Highway Richmond A ig.|“g

1
)
B
2

There are three shipping detail fields to enter:

Field When and How to Use
Ship To Select the destination for the order. Use the drop-down list to select an address.
Deliver To This field typically defaults to the individual preparing the requisition. Any name can be

entered in this field.

Need-by Date The Need-by Date designates when you require the items to be delivered. The calendar next
to the field allows you to choose any future date.

Adding Comments for the Entire Requisition

You can add comments and attachments to a requisition to justify your request or provide
additional details about your request.

Comments are permanently attached to the requisition and can be viewed by anyone with
access to the requisition, including approvers. Approvers can also add their own comments
to the request.

The include comment/attachment(s) on purchase orders checkbox indicates whether
the comment remains internal to the requisition, or whether it is sent to the vendor on the
purchase order. Leave the box unchecked, for example, if your comment is only intended
for an approver.

If you need multiple header comments for the ENTIRE requisition (not at the line level), you
may add additional comments AFTER the requisition has been exited either by submission
or by saving. Refer to the section Adding Multiple Comments to Requisition Header.
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If you are creating a Change Order or a Purchase Card Order, it is advisable to enter a
comment to alert the vendor. Never enter your Purchase Card number in the Comments

box.

| Comments - Entire Requisition

Comments: |See the attachment,

include comment/attachment{s) on purchase orders

I [

Comments and attachments can be applied to the entire requisition (at the header level), or
to individual lines.

If you want to add an attachment, select the Add Attachment link.

Add Attachment Screen
The Add Attachment screen allows you to choose a file attachment from your local or
network drive to include with the requisition.

Attaching a file in the eMall is like attaching a file in many other applications. Select the
Browse... button to open your browser's file chooser.

Add Attachment
Beowse to end selact 3 file 1o eclude wath your comenentd
Hisr To  Soreen Chabnds

Fila

@ Chome ik

Lock i [ v x| & @B

' -0 3 [FINAL) Reguestions UG o
w0000 3 Ruistions: UG 3104 LA doc
ey Racant = AR A0EH et
Doownents @ oy o (FIGAL) Apgreva UG, dee
C_j 2] 20010 2 (FINAL) Risgpisitions LG dos
; =5 2 001D ¥3 Recuesions UG D631 04 LA.doc
Dol | Tl nop1 w2 (FIHAL) Shopong 16.20
& asicatind
'.J:I %]rdt:_ro!mumwfw-: }odoc
v o
MpDocuments. | ceur « Boustions LI for 81 8o
L] Frecpimitiore DG ppi

H,-i:xp ssr | E)Semetime.nd
MyHetwoh il narme ﬂncu.:-m—-’dl': v j [
Fies o g [anFaee 1 » _caea ||

D33

Highlight the filename and select Open.
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Once the filename appears in the File field of the Add Attachment screen in the eMall, select

OK. You will return to the Summary tab of the Checkout screen.

Add Attachment

Browse to and select a file to include with your comments,

How To Screen Details

File: |Ci\My_Data\Scripts\Ariba Seript Testing.dos

e

| (Browse. )

Approval Flow

The Approval Flow tab displays approvals required by your organization for this Requisition
and is accessible through the Checkout screen. Click the Approval Flow tab, as shown

below, to review the workflow.

Shopping Cart L erd PR201023: Copy of Pumps3
a2hopping Lart 4noc
Items: 2 Total: $19.40000USD
Add Title
E] checkout
Add Tterns
Review wour reguisition, make changes as necessary, and submit the request for approval.
Checkout

I

How To Screen Details

| Approval Flow - Requisition

Legend: Fending Active approved  [B] Denied [Z] Watcher |

PRZ01023 D333-AccountlineAppraver adrinl, D333

K

[ approved

Add Approver

Each box in the approval flow shows:

The state of the approval (as defined in the Legend; see table below)

The person or role responsible for the approval

The reason the approver is in the workflow (Let your mouse hover over the approval box

to see the text)
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If the approver is a group/role name, click the underline group/role in the approval box to
see the users assigned to that group. Select the Done button when finished viewing.

Review Details for D333-AccountLineApprover

These are the details for the field you selected.
How To Screen Details

Description:
Marme: D333-AccountLineApprover

Users with Role: Admin, D333, Adminl, D333, AdminZ, D333,
4 support, d, test, d

jinH D333-AccountlineAppraver
Approver Types

Users may see three different approver types in the eMall.

Approver (Individual) — A user who is the designhated Supervisor or Expenditure
Approver. Select the name to see more details about the individual.

Approver (Group/Role) — A role name that can be occupied by one or more users. A
common group for approvals is the Buyer Inbox. Typically, these are the procurement
professionals who are designed to review the requests from end users for accuracy
and/or sourcing.

Watcher — can be either an individual or a group inserted in the workflow to alert
someone of the pending purchase. Watcher approval is not required.

If your name appears as an approver at the end of the workflow (and it typically is not
inserted in the approval flow at that point), the order is probably going to a vendor that
cannot accept electronic orders. You must approve the requisition as the last approver. Find
the resulting order(s) and print a hard copy of the order to fax or mail to the vendor. Refer
to the Printing the Order section in this guide.

Only one member of an Approver group can approve the request. Once approved, the
requisition proceeds to the next approver in the Approval Flow. The approval request is
removed from the inbox of other members of that group since it is no longer active.
Parallel and Series Approvers

Approvers may be in Parallel or Series.

Parallel approvers may approve requests simultaneously with other approvers
Series approvers must approve requests in the sequence shown in the Approval flow

Sumnmmary | Approval Flow \\Orders "N, Receipts N History \

Legend: Pending Active approved  [E Denied [Z] Watcher |

D333-AccountlineApprover | | pariaq, vanessa | | Adminl, D333

PRZ01023

I@I D3aA33-AccountLinefpproverl J

[l D]
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Parallel approvers are stacked vertically, while Series approvers show in a horizontal line.

Approval States

Each approval has a state that indicates whether it is ready to be applied, has been applied,
or is waiting for another approval to be applied.

Approval State Description

| The approval is on hold until the requisition is submitted or all prior approvers have approved
Fending it

b | The active approval that is required.
Approved | The approval has been applied.

@ Deniad The approval has been denied.

I

IE T The approval is only a notification. The user sees the request, but does not act on it.

Approvers are notified by email that their approval is required. The approval box becomes
Active based on the approval flow. Approvals cannot be applied before they become active.

Adding an Approver or Watcher

Additional approvers or watchers can be added to the approval flow by the original
requester, or by an approver who has the request for review. Do not add an approver to the
workflow unless there will be no further edits to the requisition. Editing the requisition at
any point will cause the workflow to revert back to the original approval chain, causing any
ad hoc approvers to be removed.

Select the Add Approver button to begin the process of adding an approver.

Summary | Approval Flow ‘\\Orders ""‘\ Receipts .‘\_ Histary \

Legend: Pending Active fpproved E‘ Cenied E‘ Wi atcher |

PRZ01023 =5 | D333-Accountline Approver | | adminl, D333 | [ approved

(4] [+]

[

Version 4 eMall Vol. 1 User Guide (26-0010) Page 59
Contents subject to the copyright, use and distribution clause on cover page. 7/06/2006



eMall vVol. 1
CREATINGAREQUISITION

Use the Add approver to approval flow drop-down menu to select an additional approver. If

the approver that you are looking for is not on the list, select Other... from the menu or
select the Select Approval List link to see a complete list of approvers.

] gy | PRROGLAZ: Raguidtion Lear Guida
Ttems: 1 Tatal: $12 30000050

E]l checkout

Raviw your reguskion; msks changes a1 recessary, and submit the regueet for appravasl

Hod To Soraen-Datsle

Coagmmmy
A

U [ Approsal Flow - Reguisition
add approver to approval flom: [Adminl, D333 [se] | 5alegt doproval List
Add this approser ai:

Provdidsl & rEEEcn:

Legendi I Pencing  [B] active appraved Damed  [Z]  wiatcher

przoasea B8 —|[F] samire, nazs [}-—[E9] aamin, paza T} appraved

L4] |

& Add aporoverbo tha beganmng of the soorcsl flos
) add appeower in parallel bo the entire appraval Flow

Type in the user you wish to add and then select Search.

Choose Value for Add approver to approval flow ==
Selmct & valus from e listor anter @ value and search for & Tou can alao salect a apacific pags fram tha - pul-doyn list o digk sn

arrom to display the previous or nest page,
How Ty Evrman Cintails

0 Thers are tan many matches ta display the snties list, Aefine your search ovtte vin and try 2gain,

Field: Mame [admin, d W

. B Action
Y ino value)

Once the approver you wish to add is listed, click the Select button.

Choose Value for Add approver to approval flow m

Selact & valua from the st or anter a walug and search for it. vou can &lso sekct @ cpeafic page from the pul-down kst oF didk an

arropbo display the previass ar next pege,
Bow Ty Ecpean Dedails

Field: Harne | EETTTRE

Hame Action

:: =t
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The new approver now appears in the Add approver to approval flow box.

FRINALAZ; Fequziion Lker Guide
THwanaz 1 Tobael: §12.30000050

El checkout

Ravien paur redguiskion, Make changes & NackEsary, and submit the requist far approval,

g

| Appro=al Flam - Reguisihion
Add pprover ta spproval flan: [Admin, D333 ] | Ealagt Anoroval List
Add this spproever 8 @lu.ppmr ) i wtcher

Prroeicks @ Faaeon:

Lagend: E Panding E At E Approvad H Comrimcd E wiatchar

przop1az B {0 sdminz, 0333 L]—{IEH] ecmin, D333 B approvad

L4 L

(# fdd approverbo the beginming of the approval Aose
) add approws i parallel to the antie approval flom

(o] [Eaneel]

If the added approver is only a watcher (no approval required), select the Watcher option of
the Add this approver as field.

Enter the reason for adding the approver/watcher. The approver/watcher will see this
reason in their email notification.

PRENGL4Z; Requisition User Guide
Itemns: 1 Tatak $12 20000050

Checkout

P JOUF equisiion, Make thanges a5 Nacessary, and subm the requect far approqal:

How T Sorsen Deksls

Crapmmm

Add spprover 1o sporowal fAow; | Admin, 0333 |1 | Select Sooecssl List

Ldd this approver ac: (& nppeavnr O wataar
Pravide & rearan: '_Hiu prchaze, sddbianal sppecear nudedi

Lagandi  [[] Pending forws. B Approved B Dened B westmher

PRk 14z B rDlAdmmi_.l:l!E! | |_|I] drniny D33 ’ I~ Fpproved

Hdd spprover ta the beginmisg of the sppraval Aosy
Q the b hi I A
) add appraver i paralel to the srtire approval Aow

. Je
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Select the position for the new approver.

If you are preparing a request, you can add approvers to the beginning of the approval
flow or in parallel to existing approvers.

If you are an approver, you can add new approvers in parallel to later approvers or after
them, based on the currently selected approver (indicated by the radio button).

F‘b Approvers cannot be added in front of approvers that have already acted on the
request or in front of an optional approver.

Select OK when you have completed the information for adding an approver.

The new Approval Flow displays.

T
Iil g et Y || PREDALAT: Remuisition sar Guids

Itmmmaz 1. Total: §12. 30000050

g El checkout

dald Ciwrras
Alewies PO FElukRDn makie chanpes o raosssary, sd submitthe requess tor aporoval

Bl cheou Hpw Ty Eor il

Surnmary | Approesl Flos

& | Apgroval Flow - Reguisiton

Laguncd: [T] randng Bl active [ approved  [Bl] Daned  EF wratcher |

m|aumn:,r.-}:|: i I'I:| Aderin, o313 [

FAZOB14Z I aporoved
Ied] edmin, D
4] [&]

|ndd Approvar| (Dubits ".‘EE’“""I

e BpprTwsr was sdoed suposssrully .

You may continue to add other approvers in the same fashion.

Deleting an Approver

You cannot delete approvers that you did not insert. If you added an approver (ad hoc
approver), you may delete the same approver by selecting the Delete Approver button.
The Delete Approver button will only display if there is an approver that you can remove.

o FRINGL4Z; Requiskion Laer Guids
== Fiwimas: 1 Tobal: 41230000050

Shen e pi ey ©art
B El checkout
dd Mens

E Shmekot

| RERIEM FOUF receiEEion, Make changes & necessary, And submit the request for approval

o N v ro

|
1= | Approval Flew - Regpui s

EGund: Parscay bclive [B Approved B Caned [ Wakchar |

:Adrrunl,l:l‘.'l‘.'li" | Ackmin, Cas ||
PR06142 i~ npproved

—|'Adrr-n.|:liii I
A [

Maw approver was added Suesaeetully.
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The selected radio button next to Admin, D333, indicates that this is the approver you wish
to delete. Since you have added only one ad hoc approver in the example above, this is the
only approver you will be able to delete. Select OK to delete the approver.

iy PREDE1421 Regasiion Usar Sude
— Items; 1 Totel $12.30000050

E]l checkowt

Reyvign pour requisdion, maks chanpss as recessary, and submit the request for spproval

How Ty gorpen Detpla

oo

| Approval Flam - Raguesitien

Chopse an approver bo delets

Legand: Farcing Bactive spproved  [B] Denled [ wateher

I i wdrmml, DS I I ||'|dmm. 333
PR.206142 { 1 approved
L Il
%

The Admin, D333 approver that you added is no longer in the approval flow.

“'-E i‘!g‘E:!rt. i W FREDGLAZI Requisiten User Guids
; | Ttems:1 Tetak 1230000050

BILITg El checkout
Add lbwms -

i Bavive your ruquisibian, maks charces as naceeary, and suhmit the reqeet for sppreval

Chuckaut HoM TO Soman Detalls

EoapTmTE

| Rpprowal Flow - Requisiion

tegend; ] pPending  [B] actve B spproved B oenisd B owstchar |

rrzoeia: B8 —|E| Admin1, 0372 i dmin, G | [~ Approved

Ll i

Approver wen daleted succassfidly.

Ty
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Exiting the Requisition

If you are not ready to SUBMIT your requisition for whatever reason, select the Exit button,
when available. The eMall displays the Confirm Exit screen.

Confirm Exit

“ou have asked to exit a request you are creating. Select an action to take with this request.
How To Screen Details

You are in the process of creating PR207083 - Untitled Requisition. Choose what you would like to do next.

®» Zave this request
e [Delete this request

a e Continue working on this request

4 e Print a copy of this request

Take the appropriate action, as desired:

Option Meaning

Save the The requisition will be saved in a Composing status.

request You can access your saved request(s) by selecting the Status option on the swoosh screen, or
by clicking the Composing link located in the left menu.
The request is on hold until you submit the requisition

Delete the The request will be deleted.

request

Continue You can return to the request to continue working on it.

working on the

request

Print a copy of
the request

Make a printed copy of the request using your browser’s print function. CAUTION: This will not
be a print copy of your pending Order. This prints the requisition, which is a different number
than your order(s)!

Once a request is saved, you can use the Status screen to access the saved request for
viewing or editing. It will be in Composing status.
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Submitting the Requisition

Once you have reviewed the entire purchase order, you are now ready to submit the
requisition. Select the Submit button.

ShD |nl:art w PR201023: Copy of Pumps3
ahopping Lart ok
- Items: 2 Total: $19.40000U5D
Add Title
E] checkout
&dd Iterns
Review your requisition, make changes as necessary, and submit the request for approval,
Checkout How To Screen Details
) !Summary Approval Flow
1
4 .
i Title: [Copy of Pumps3
on Behalf Of: [admin1, D333 [v]
Delay Purchase Until: 7 | Eﬂj
Entity Code! |101 [ select
Fiscal vear: 2006 _.: [ select ]
Sub-Entity: 664 |1 select 1
PO Category: PDZ | [ select ]
Entity Header Cross Reference: '
Send ALL iterns to eProcurement: []

Once you click Submit, a confirmation page will appear informing you that your order has
been submitted.

Printing the Requisition
At this point, you can print out a copy of the requisition for your records by selecting the
Print link below. If you need to print the order, refer to the Printing the Order section of this

guide. DO NOT send the printed requisition to the vendor. It's not the same as the eVA
ORDER number.

New Requisition - Submitted

vour request has been submitted for approval. Use the Status section of the
Mavigation Panel to monitor the request's progress through the approval process,

PRZ0D1023 - Copy of Pumps3 has been submitted.

How To Screen Details

I | ]

Pgint a copy of this request
S@ the status of your request

Create the same type of request

Create a different type of request

Return to the Ariba Buyer Home Page
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Adding multiple comments

Users may add additional comments to the entire requisition after the initial requisition has
been created. The requisition can be in any status (composing/submitted/ordered) and
comments may be added at any time regardless of the status of the requisition. For more
information about requisition’s statuses, refer to the Understanding Requisition Status

section of this guide.

To add multiple comments to a requisition, click on the requisition ID from the Status
screen. Do not click EDIT!

Preferences Toggle Tips Toggle Currency
< status Status
Composing 23 : ; : ; 3
] Click a request's ID or title to wiew request details. You can click check boxes to select one or more
Submitted 2 requests and then take an appropriate action; for example, move selected requests to a folder.
aApproved a7 How To Screen Details
Denied 2
Show All = Requests in progress: 64 Page |j1__:£l 4
[T Type ID Date Created Status Title Total
: PRZDS?,&J@ Taday, 4:27 PM Composing Reguisition User Guide $87.23000UsD
f__ FRZ06766 Today, 4:25 FM Submitted  Reguisition User Guide $57.230000U5D
PR206765 Today, 3:47 PM Ordered Requisition User Guide $87.23000USD
PRZ06401 wed, 2 Feb, 2005  Ordered Owverage $543.64000USD
% Wed, 2 Feb, 2005 Received  Requisition User Guide $50,00000USD

Scroll down to the Comments — Entire Requisition section and select the Add Comment

button.

| Comments - Entire Requisition
. COMPOSING by Adminl, D333 on Wednesday, March 2, 2005 at £:27 &M with comment {1 document attached)
See the attachment!
[+ include comment/attachment{s} an purchase arders

Attachrments: AddComment?.jpg {image/pipeal

Wiew Reply Add Attachment Delete
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Add your comment and then select OK.

Add Comment

Enter commments for the entire request; other users will see your comments,
How To Screen Details

Comments: | Comment still in composing status, Remerber to submit by weelk's end.

[ include comment/attachment(s) on purchase orders

@

The new comment is now added.

| Comments - Entire Requisition

- COMPOSING by Adminl, D333 on Wednesdsy, March 2, 2005 3 4.27 £M with cornment (1 document attached)
See the attachment!
¥ include comment/attachment(s) on purchase orders

Attachments: AddComment?.ipg (image/pipeq)

Wiew PReply Add Attachment Delste

- COMMEMT by Adminl, D333 on Wednesday, March 2, 2005 3t 4:38 oM
Comment still in composing status. Remember to submit by weeld's end.

[ include comment/attachment(s) on purchase orders

W

The Comments — Entire Requisition section contains the Add Comment button regardless
of the requisition’s status. It lists all the comments that have been added to the requisition
along with which user made the comment, when the comment was added, and whether
there is an attachment added with the comment.

Miew PReply Add Attachment Delete

As the preparer of the requisition, you may add more attachments to any comment by
selecting the Add Attachment link corresponding to that comment. To learn how to add an
attachment, refer to the Add Attachment Screen section of this guide.
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APPROVING THE REQUISITION

Most requests require approvals that are automatically assigned based on the user's profile,
the business rules of the user's agency or organization, and the values on the requisition.
Approvals are usually assigned to groups of users. Any user that is a member of that group
(or role) can approve the requisition.

A final approval is also required when a vendor cannot receive orders electronically. In this
case, an approval is added at the end of the approval flow as an indication to the preparer
that an order must be printed and faxed or mailed to the vendor.

Approvers are notified by email when a requisition is awaiting their approval.

Accessing Approvals

To access the Approval Summary screen, select either the Approve button from the
Swoosh image or Approve Requests link from the left menu

~ To Do

Approve Regues% 63 Approve O === =, -R_E'C_Bi\’&
Watch Requests 1 -

~ Status
Cormposing 20

Subrmitted 2 Status O

Approved 30
Denied 2 | s v

= Create \ - —

e b P‘ Welcome to eva
Reguisition [ r R T
Create O :

¥ Explore
Searches Adminl, D333 last visit 1/14/2005 2:13 PM, eVa

Catalogs

Folders Return to Portal

Select either the Requisition’s ID or Title link from the Approve Requests screen.

P Approve Requests
Approve Bagupsky 63
- vou are roluded in e approval flow for these reguests, and you are regared 1o aporove or deny them. To review & summary of 4
Wateh Regaedts L raqunst hefore taking action, click the raquasts 15 or it
Hod To Soradn Cietalls
o have 63 requests smaking your soorovsl Page [1 %] ¥ |
[N Tyee I Pats Submitted Requester Status  Title Tetal |
o O B8 ee: Today, 12:35 PN g‘i__’:':',“' Submitted  Eeguisition User Guide £12 An00UED i
1 Ill B e Wed, E Jan, 2005 g‘;’;;“" Submetted  Copi of Purged $19.an000UED |
I'LI B enonenan wed, 2opes zoos A2 cubmited amacheant Task $18,15000UED ‘
| B emzoman Tus,7 Omg20nq A ovdering  Copy of Dey 482 18 $L37.70000UED |
| B emzomeas Tue 7oeqa0nd P90 pegeed  copyof pevaszae $L37,70000UED |
I]_I B PRzias Tue, 7 Deg 2004 Edg';;" Crdering  Copy af Dy 452 1B $L37,70000UED |
ll'_' 5 pRopmas Tue, 7 Dec, 2004 E‘i';i"' Eereived Copuof Devdaz 1 }137.70000LIED |
lL.: B erensess Tue Toecizans  PATN cededng  Conuof Dewss aa $137. 70000050 |
[ ER emziseen Tus7oec 2o04 BT cededing Conwof Dawass $157 70000uss: |
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The Approval Summary screen appears. The Approval Summary provides the information
needed to make approval decisions, including a list of the items ordered, the Approval Flow,
and Comments.

< Approve Approval Summary

Approve Reguests 68
Review the request and then approve, deny, or edit it. Ta view request details, click the request ID. To review other pending
i atch Reguests 1
requests, select a specific request from the pull-down list, or click an arrow to display the previous or next request,

How To Screen Details

Reguest | PRZ07085 [v|ofea »
Adminl, D333 : $19.40000USD

Approve Den Edit

S p—— (approve] [Deny] [Edt]
: Show Details
MNo. Tvpe SR Solicit Description Dty Unit Price Amount

1 m r Lubriderm Skin Therapy Lotion, Desk Size With... 1 each $10.92000USD  $10.92000USD

2 m r Visine Tears, 28 Uses Per Box 1 box $5.450000SD  $8.4B000USD

Approval Flow

Legend: Fending Active Approved |§| Denied E Watcher

D333-Accountlinedpprover Adrinl, D333
PRZOFOES [~ approved
pariag, vanessa I

[ [

|Add Approver| \ Delete Approver|

Mew approver was added successfully.,

Comments

Enter comments o approue or deny this request.

Cormnments:

[ include comment/attachment(s) on purchase orders

- SUBMITTED by Adminl, D333 on Wednesday, March 30, 2005 at 12:22 £M with cormment
This order must go out before the end of the month.

[¥ include cormment/attachrent{s) on purchase orders

Wiew Reply Add sttachrment

Request | PR207085 [w]ofee »

Approving Requisitions (New & Changed)

Before approving a Requisition, be sure to check the requisition details. Key details that will
have major impacts are listed in the following table.

When you are satisfied that all information has been correctly entered, select the Approve
button.
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Hj If several individuals are in an approval group, the transaction disappears from the

Approve Requests Inbox when ONE of the designated approvers approves the
requisition.

If you want details that are not on the Approval Summary, such as Shipping details, select
the Requisition’s ID link above the first item line.

Detail to Review Impact on Approval

Account Codes Account codes may have been defaulted from the user’s buysenseOrg. Since account
codes are editable, all requisitions should be evaluated to ensure the correct codes are
indicated.

Dollar value of Approvers should evaluate the total dollar value of the requisition.

requisition

Bill To & Ship To Verify that the addresses are correct for each line item.

Comments & Comments and attachments may provide specific details about what is being purchased

Attachments and why. Verify the details and whether they will be included on the purchase order. If

the comments and attachments are to be included on the purchase order, the include
comment/attachment(s) on purchase order checkbox must be selected. Also review
comments inserted by prior approvers.

Approval Flow Verify the approval flow has all necessary parties. Additional approvers may be added if
needed.
Shipping Details Verify shipping details.

l:b If the approver of a requisition is an individual (not group/role) and does not approve
the requisition within 15 business days, the requisition is escalated to the approver's
supervisor as designated in eVA. The initial approver is removed from the approval
flow and can no longer approver the request.

Automatic Withdrawal

If a requisition is submitted but not approved within 365 days, it will automatically be
withdrawn and reverted back into composing status.

Editing a Submitted Requisition
Users in the eVA-Edit- Approvable group can edit the requisition and re-submit the revised
requisition.

Users in this group will see an Edit button next to the Approve and Deny buttons. Users
that are not in this group will not see this button.

Select Edit to open the requisition for edits, such as changing the quantity or a Bill To
address. When finished, select the Save button to resubmit the requisition.

Editing the requisition causes the requisition to reset the approval flow according to the new
values on the requisition. Ad hoc approvers added previously will need to be re-added, if
applicable. All required approvals will be re-applied.

Refer to the Printing the Order section for instructions on how to find the order(s)
associated with your approved requisition.
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Delegating Approval

If you are unable to access eVA that could potentially cause a delay of the purchase, you
can temporarily delegate your approval authority to another user for a specified period of
time.

To delegate approval authority, go to the eMall Swoosh screen.

Select the Preferences link to open the Personal Information page.

Preferences Togale Tips Togale Currency

™~ To Do
Approve Reguests 63 Approve ()
Wi atch Requests 1

~ Status
Composing 20
Subrnitted 2
Approved 30
Denied 2

Status _Q'J

'~ LCreate . 5
b Welcome to eva

Create ) v

Reguisition

~ Explore
Searches Adminl, D333 last visit 14452005 2:13 PM, elA

Catalogs

Select Delegate Approval Authority.

Mame JEE ale N Loguut

Preferenies Toggle Tips Toggle Currency

Fersonal Information

Paviaw and change your personal paisword, profile, and praforenoes, and delegate your approval authoriey. If you
heve the nescessary psrmission, you cen also assign uzers b review your corporete chargss, & user profile reguest =
craaked, and its approval is required, whan yau delegate apprmval, change your prafils, ar sssign chargs reviewers.

How To Screen Details

* Chenga Tour Prafii

# Chengs Your Prefersnce=;
- Change defaul locale and currence
- Change sroil netification orefarences
- Reset default Preferences
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To set the Delegate field to the person you want as your delegated approver, look for the
name in the drop-down list. (If it is not there, select Other... to get to a list of all users.
Search for the user to select as the Delegate. Refer back to the Adding an Approver section
to learn how to use the Other... option. )

LPE00ess: Admind, Doas

Approval Flow
: El Delegate Approval Authority

Salact 8 user tn aponors requests on vour behalf; For axamols, shils youare on vaestion,
How To Scraan Details

‘Delegate: [no value) |
0
¥ “Delegation Start Dabs: i3]
*Dalagation Erd Dabe: |32
Celegstion Resson
Matification: =] cantnua 1o notfy e by amal of approval requests

* roicmiey megidned feld

The Delegation Start Date is the first date your delegate can act as your approver. Use the
calendar icon to select the date. Set the Delegation End Date as the date your delegation of
authority is no longer active. Enter a Delegation Reason, if desired. The delegation
begins/ends at midnight on the specified dates.

Your delegate will receive email notification of all approvals that would ordinarily have gone
to you. If you want to continue receiving those same notifications at the same time, select
the Notification checkbox. If you do not want the email notifications, deselect the checkbox.

Select Next to proceed to Step Two — Approval Flow.

UFzDD66S: Admind, D333

El Deleaate Approval Autharity

Salect 4 Lser o approve requests on pour behalf; for example, wehie you are on vecaban

Bewipn Cherees

How To Soreen Datails
‘Dalagate: Admin, 4135w
i “Dalageton Start Cwks: Tuys, 16 Jan, 2006 | [
*Cefegstion End Gt |Tua, 35 Jan, 005 | [

Delegation Peasor Day off

kot Fication: [# cortinue o notify me by email of scoroval regquests

* anaoates reguied Niekd

The Approval Flow screen graphically displays the Approval Flow for this request.
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You may add an additional approver for this delegation, if necessary, or select Next to
proceed to Review Changes.

Deleqate
Approval Flow

Review Changes

UPZ00665: Adminl, D333

E1 Approval Flow

Revie_w !:he approvers assigned to review the request, Add and delete approvers as necessary, depending on your
permissions,

How To Screen Details

Approval Flow - User Profile

Legend: Fending Active approved  [E] Denied [&] watcher

N

Upzooess [ adrnin, D333 [~ approved

Add Approver

The Review Changes screen displays all changes you have requested so you can review your
changes before you submit them.

Select Submit to activate your delegation of authority.

Delegate
Approval Flow

Review Changes

UP200665: Adminl, D333

E] Review Changes

Review your request and then submit it for approval,
How To Screen Details

_ Change From To

; Delegate (no value) Adrnin, A136

= Delegation Start Date Taoday
Delegation End Date Fri, 1 Apr, 2005
Delegation Reason Day off

Act as User Screen

Once the delegation period starts, your delegated approver will be prompted after selecting
Shop Now to select which user to use for the session. The delegate can choose to act
under his own name for regular eMall functions, or to act as an approver on behalf of

someone else.

Act as User

vou have been selected to approve requests on behalf of another user. You can log in as yourself or as
the other user,

How To Screen Details

Log in as:

» Admin, 8136 - 161 request(s) to approve

» Adminl, D333 - 68 request(s) to approve

T
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le If you act as an approver, you will not be able to create requisitions under that user.

Active Delegation of Authority

If you log in during the time that you delegated your approval authority to another, you will
be notified that you have an Active Delegation of Authority. Select the option to Continue
using the delegation of authority or Stop using the delegation of authority. This is effective
immediately.

Active Delegation of Authority

vou have logged in while your delegation of autharity is still in effect. You can continue or cancel the
delegatian.

How To Screen Details

vou have delegated authority to Admin, A136 from 3/30/2005 12:00 AM to 4/1/2005 11:59 PM.

What would you like to do?

# Continue using the delegation of autharity

I | &l

e Stop using the delegation of authority

[Joon't show this page again until a new delegation is created,

le Even if you decide to continue using the delegation of authority, this does not limit

your ability to approve your requests. You may still log in, select Continue, and
approve requests that require your approval.
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PRINTING THE ORDER
Finding the Order

Orders are created once the requisition is approved and is in Ordered status. Each order
number is preceded by a prefix which helps to indicate what kind of order it is.

Prefix Type of Order
DO Direct Order

EP Electronic Purchase Order

IRQ* Imported Requisition

PCO Purchase Card Order

POB Purchase Order Buysense

QQ Quick Quote

*This prefix is determined by the ERP system that imported the order and may be different
for each system.

To find an order, you must first locate the requisition that the order is part of.

From the Swoosh, select the Status button or the Approved link in the left menu.

Preferences Toggle Tips

~ To Do
fpprove Requests a1 === (J--Receive
i atch Regquests 1]
Overdue Receipt

~ Status
Composing 76 iﬁ?tus Q
Submitted 4
Approved 107
Denied 5

O Explore

= Create »

Reguisition Create )

Company eForm Adrnin, D333 last visit 2/11/2005 9:43 AM, els

= Explore

Se ta rlches Return to Portal
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From the Status screen, find the appropriate requisition and verify that the requisition is in

Ordered status. Select the requisition's ID or Title to open up the requisition.

Preterences

ogale Currency

e g Status
Lompoing b
i Click a raquest's 10 or bitle ko yvieve request dedsils . rou can chids cheack bozea ko =elect cne or mors requests and then
Suberitted 1 take an approprists schon; for examples, mows selscted reguests to = Folder
Appeovad 100 How To. Zoraen Datails
Denied 5
Ehow all 194 Requests noprogress: 194 Fage |1 ll 3
[T Type 1D Date Crested Regqueiter Status Title: Tistal
8 OB %— Taday,11:354M  PEOU™  pedered  Genusition User Guide 42,084 AIDOCLIED
3§ O B EHE tuamerzios [T Canceled  Rsnusivon ssr Guds 500000050
O = purszoosen wed zareb, zoos 24T gopepved  Uritied Bussense rofile
[J B9 erzoeszz  Tho, 10 Feb, 2005 E‘;‘;“S'“' Composing Requisition Ussr Guide £0.00000ED

Once the requisition

is opened, select the Orders tab to view the orders of this requisition.

PR20:6919 - Requisition User Guide

Teggle Currency

[Ehange] [Cancal] [Racsiva]

= Gtatus
CAmEeEing T3 : . .
_ Fevisw the request details and then take the sppropriste sction; for examples, depending on the regusst status, you can
Submitted 1 approva, dery, adit, submit, raceive, irvoice, apen, or clase the reguact,
R 109 How Ta Sgr il
Craried g5
Bk £y Stafs
Show All 104 y

..

Tithat

Usa PCaird:
Pard number:

Aequiskion Uzer Guide

EeriptiaTEEA0

e e e S
i Ll

[no walue)

Enfity Sode:

In the example below, the requisition created two different orders. To determine which
order you need to print to send to the vendor, select the Ordered status of the order.

mmm

Preferences Turgpgle Currency
L FR206219 - Requisition User Guide Stams: Oridare:
Composing 2
Pewtiow the requact dataile and than take the appropriate action; for ezample, depending ontha raquast status, you can
Subrnitted 1 annrave, deny, adit, submit, receiva, Involes, opan, dr dose the request,
apprayed 109 Hom To Screen Cretails
Denizd =
Dack 1o Stapis
Show Al O N |Chaniu! Eanmll R,._-.,,-,-,! B T - [ I
| (o e i e
i
Drder Ik Yersion  Dabe Crested Stabus Titls Total
ERZO31d% 1 Today, 11:43 4K Ordepgd  Requisition User Guide 54 BOONOUSD
EFZ03144d 1 Today, 11:43 aH Qrderad Requistion User Guids §2,000 000nauEDn
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If the following type screen displays, you will need to PRINT and fax/mail the order:

EVA Y o o o

Freferences Tonale Tips Togale Currency

Checking Fulfillment Status on Ariba Supplier Network

This ERP Order was not arderad through the anba Supplier Metwors; therefore, fulfiliment status information is unawvailabls .

v

Select the Back link.

When you return to the Requisition’s Order tab, select the Order ID that you need to print.

Toggle Tips Toggle Currency
= Status PR206919 - Requisition User Guide Sz Od o
Lomposing Fa
g Raviens Tha raquest dedails and then take the approprlate acion; Tor example, depending an the request statils, you can
Submittad 1 approvs, dany, adit, submit, repeive, inyoice, open, or. close the reguest.
Soorewed 109 How To Sereen Cretails
DeEnied 3
Diack to Status

Show All 194 |Ehumu| Cancel F!mun'ul ﬁ
AT AT

[T

Lt
- Order 1D WeErsion Date Created Status Tithe Tuotal
2 1 Today, 11142 AM ardersd Reguisiion User Guids 94 B0000UED
EP203144 1 Today, 11:43 AN ardered Regquisibon User Suids $&,000.00000USD

......................................... [Crarge] [Cancal] [Fecswa]

Once the order opens, select the Print button.

Vel C s Togqle Tipe Togigle Careency

EP203143 - Requisition User Guide Stabis: Ondared

Apvisn the request details and then take the spproprisbe achion; for axample,; depanding on the regquest stabas, you can
aspprowe, deny, sdit, submit, reoeive, irvoice, coen, or dose the request

a as-urnmurr tﬁ.nprnmlﬂuw Feceipts . History
i - e
Cl

Hom To . Screen Details

Order [D: EP20S

WarEinn: i

Titl=1 Requiskion User Guide

Suppler Cantrewil fal ral iprn
Contact: Cantravile Shipping - Ford St, Fairfax
Entity Codai ino valus)

Fiscal Tear: 2005

Sub-Entity: ino walush

PO Category: tno waluad

Entity Hesder Cross Refersnce:

Send ALL ibams o sProcurement: [
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Printing an Order

The order opens in a separate browser. From the browser main menu, select File = Print or
simply press Ctrl+P to print the request.

lﬂfﬁfﬂﬁi—!—: Aaquesition Liser Gusda - Ricrosoft bntereat Explorer previdad by AMS =2

Ak EBR Y Faoies Tooi Hap ::n:
T
i

£

Order No. EP203143

Hiauad on Tue Mar 15 114354 EST 2005

i, Ra PRZ0G313
Croatad on Tue Mar 15 114254 EET 2008 by Admin, 0333
Supplien Ordering Person:
Certrealle Agncultural Equipment Deno Chent - EZE - 1
FEPmad Stoel Admm, D333
Fairta 22033

Phiore T0E-125-1254

Lited States E-mait eyetem_leekEhalrmel com

Phore: 5551204567
Fax; 55531734557
Cortact: Hamay Ross
e TIRE ZHEZ3455

Itean Iem |[|-usuiltiun Meod By Duan®ly Umit Unit Price  Estended  Comtract

Humber | Srmomnt Humlier
i PF[I1I:I.'-‘I:I! "Wising Taars, 26 Uses PerBox 10 box | $8.483 LED | $ 848 USD

Ship Te: Bl Ta:

fl=in Recemng Farfax Ofice

2 Mlsin Street | Fairfas Crive

Farlax, VA 23055 Faifax, V& ZXGE3

Uniled Stales Uniled Shabe=

Fhone: FI3-555-4444 Phone: F03-555-3333

Fax:&55555%a4  Fax 55555

1] Core

ﬂ W Irkarat

Once the order is printed, you can close out that browser window. This does not close your
eVA session.

To view other orders associated with this requisition, repeat the above process and print the
order, as needed.
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REVIEWING THE REQUISITION HISTORY

You can track the history of your requisition and the orders created from the requisition
using the History Tab.

To access the History Tab of a requisition you must first find the requisition. Select Status
from the Swoosh screen to find the requisition.

Preferences Togale Tips Toggle Currency
~ To Do - — )
fApprove Requests a1 Approve O_, === 0 -R_QFEWE
Watch Requests o P

Overdue Receipt
w Status

- .I
Compasing 76 55“”5 I,Q ; = Z € /

Approved 107 [

Y

Denied 5 \ - 7. J :
= N Welcome to eva
=~ Create b - N

P i |
Requisition Create 0. v _@/
A S adrmin, D333 last visit 2/11/2005 9:43 4. eVh

+ Explore

Searches Return to Portal

Open the requisition that you want by selecting either the requisition's ID or Title.

I
I Gtatme Status
Composing zn
Clidk u request's TO or e o wiew request details’ vou can dide chieck boxes to select ane of mare recpessts and then take an
Siybmited 2 sppropriabe action: for exampls, move selected regussts to & folder
Appravad 30 How To 5 green Detsils
Benied £
Shave il B || Recests in progress: 54 Page | 1 :] ]
C Type ID Cats Croated  Stabws  Teble Tatal
ol [ B ees T, 4 dan; 2005 - Sobmited  Beorickion Usar ciidg $12.450000S0
{3 -
(s ] pozuanls Tuz, 7D6c, 2004 Ordorad  Rogusion Usar Giids 87 ZE000USD
i pe2nas Qrdarad  Begusiion Usar Guida
00 B eepngags Mon, & Dec, 2004 Approved  Aporoeed Stabys et $10.00000UE0
[0 [ eezozane Thu, 2 Oeg, 2004 Gomposing  Linkitled Requisifion 0. oo0onUsD
[1 [ELPOBCOTRZI1L Wed, 1086, 2004 Grdered  Copy of Test9%m) FLOT,000, OO0OUSD
O ESEIPCBDEIREL wed, 1 Deg, 2004 Composing Sopy of Test 9551 £L07, 600, 0000UED
0O M escoans Mon, =5 Now, 2004 Ordered  Copy of Test 9551 #L15,A00,00000UED

Select the History tab to view the history of the requisition.

= Approve PR205849 -Rﬁqﬂﬁﬂ[ﬂﬂ User Guide Stamie Sabmitted
Hepds gpproval 51
Fevlem Ehe request detsls and then 1ake the approprigie Sotion; for example, depeareding onthe reoguesst status, you can Approve,,
dery, edit, submi, receive, invoice, open, or close the request
Hoe Ton Sicrwsn Cestais

Back ta Stetus

: '
o mnenorgmy
L
Data | User Action S iy
Taday, 12126 PN admind CEss Submitced PRZ0ER4 S subenitted For approvals
Back o Statys
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History Tab

The History Tab records each step of the requisition through submission, approval, ordering,
and receiving. It shows orders that are created, any new versions created through change
orders, and displays the new versions of the requisition and resulting orders.

Select the Request ID in the Summary column to view the specific request information.

= Status PR206151 - Requisition User Guide
Composing 29 . ) . _ _
) Review the request details and then take the appropriate action; for example, depending on the request status, you can
Submitted 4 approve, deny, edit, submit, receive, invoice, open, or close the reguest,
Approved 42 How To Screen Details
Denied 4

Back to Status

Show all 79

| Summary \‘ Approval Flow \\ Qrders \\ Receipts | History \

Date ! User Action Summary

wed, 19 Jan, 2005  aribasystermn Ordered Order EP202808 was successfully sent via Ariba Supplier Netwark to ERP.

wed, 19 Jan, 2005 aribasystem Ordered Order ERZ02808 was successfully carbon copied to the ERP system.

wed, 19 Jan, 2005  aribasystem Frocessed PRZ06151 Order successfully processed by buysense Integrator.

wed, 19 Jan, 2005 Adminl, D333 Approved PRZ2Z06151 approved.
wed, 19 Jan, 2005 Adminl, D333 Approved PR2Z06151 approved,

Wed, 19 Jan, 2005 Admini, D333 Submitted PR206151 submitted for appraoval.

Understanding Requisition Status

The order process starts with the requisition and ends when the vendor is paid for the items
received.

Each step in the process changes the status of the request. In this section, you will look at
the status assigned to requisitions. There are also alternatives to the process—ways to
interrupt the usual flow.

Composing
Withdrawn

Y
Submitted —» Denied

\J
Approved —» Canceled

\/
Ordering/Ordered

Receiving/Received
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As a request flows through the approval process, eVA can automatically keep the relevant
people informed by sending notification messages.

You can check on the status of your requisition via the Status screen.

= Giatus Status

e, =3 Click & request's 0o title bo vies request detals. Tou san dick check boxes T Select ne or more Fequests and then take an

Submithed = approprists action; for sxample, move 3aleced raguests to a Folder

Approved 0 How Te Scrman Cotaile

Derind Z

mhom Al = Requssts m progress: 54 Paga |1 _""CI ¥
[ Tye LU Date Created  Status Ml Tatal

. T B enosmes Tum, 4 Jan, 2005 Submided  Eaguisition Usar Guids 1z An0oOUsD
i [0 B peromeas Tun, 7 Decy 3004 Drdored  Epowisition User Guids T 2annnusEe |

!] | B8 epzpas Man, 8 Cwc, 2004 Approved  Approved Ststys tes fa0.00000usD |
|j ] B8 repzomens Thu, £ e, 2004 Composing Lintitled Esgyisition 40,00000U50 |
[1 B ceeseonpaagzing wead, 1 Cec; 2004 Rridored Copy of Test 9551 F107 £00,00000UE:
!j: B pooronpIaazil #ed, 1 Deg, 2009 Compaaig. Sopy of Teat 9551 $107 a0, noooouED |
[ B eazoaons Man, 23 Mov, E004 rdered  Sope of Test 8551 §115,800.00000U5C: |
I{.: B8 reozezn Tue, ® Moy, 2004 Drdered  Toat 7o $115 200, 00000050 |
"l': B oocicgnonins awped Mon,1mov, 204 Grderig Po0E DG $11,000,00000u50 |
[1 B ogeogoonio? awps? Mon, 1Mov, 2004 Drdered P20 0 §za0,000,00000Us0 |
!] ] B8 oomoooonlon AWDAE Meon, 1Mow, Z004  Denisd  FA0I0Q $208 =00,00000U5C |
|.J' B rrrozrre Mon, 1 Mov, 2004 Drdered  Goript 9551 Aegyisition $110,010,00000050 |
!J' B ceceqnpanaiz Mon, 1 Mov, 2004 Groored  Goeipt 0016 $50,07+4, 0000005
!J ] BM repzozerp Fris 29 ooh, 204 Composim L% AT 00000USE |
| @ Hove to Fobder: | Archiae [hame :-_!

The following chart provides additional detail on eVA requisition statuses.

Status Description

Composing User is still working on the request and has not yet submitted it. Only the preparer of a request can
submit it.

Submitted The request has been submitted and is somewhere in the approval process (neither fully approved
nor denied). To make a change to a submitted request, the preparer can Withdraw it.

A request stays in Submitted state until one of the following occurs:
1. Everyone approves the request (status changes to Approved).
2. Someone denies the request (status changes to Denied).
3. Preparer decides to withdraw the request (status changes back to Composing).
Denied Someone in the approval chain has chosen to deny the request.
The request stays in Denied state indefinitely, unless:
1. Preparer decides to withdraw the request (status changes back to Composing).
2. Preparer chooses to resubmit it.

Approved Everyone in the approval chain has chosen to approve it.
eVA converts the requisition into one or more orders and sends those orders to the relevant vendors.
If there is a Delay Purchase Until date, the requisition is held in Approved status until the morning of
that date.

Ordering A fully approved requisition is now being converted to one or more orders. Usually requests are in
this state for a brief time, while the order is being generated and transmitted. Once an order is
transmitted successfully, the request moves to the Ordered state.

Occasionally a request may linger in the Ordering state, such as when there is a problem transmitting
the order to the vendor. If a requisition stays in this status longer than a half hour, contact Customer
Care at 1-866-289-7367 for help.
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Status Description

Ordered The items on the requisition were successfully converted to one or more orders.
A requisition stays in the Ordered state until one of the following happens:

1. Receiving is done against the order, putting it in Receiving or Received status, or
2. The Requester cancels the order. The state of both the original requisition and its
associated order change to Canceling or Canceled.

Canceling The Requisition Preparer canceled the requisition after the order was created.
Usually requests are in the Canceling state for a brief time, as eVA transmits the cancellation and
confirms that the cancellation has been transmitted successfully. When the cancellation order is
placed, the document transitions to the Canceled state.
Sometimes a request may linger in this state, for example, if eVA is communicating with the Vendor
by fax and there is a fax transmission error. If the requisition stays in this status longer than a half
hour, contact Customer Care at 1-866-289-7367 for help.
The Canceling state applies both to the original purchase requisition and to its associated orders.
Warning: Canceling a requisition will cancel all orders created from the requisition. If you are trying
to cancel one of multiple orders from a Requisition, use the Change Order functionality instead with
quantities of zero.

Canceled The Requisition Preparer canceled the requisition after it went through the approval and ordering
process. Cancellation applies to both the original request and its associated orders.
After a requisition has been canceled, there are no further actions users can take. Both the original
requisition and its associated orders remain Canceled. If the intent is to change and re-issue the
requisition, be sure to copy the requisition before canceling it.

Receiving Some receiving has occurred. For example, partial receipts may be completed for some order line
items, or items may have been rejected.
A request may remain in the Receiving state for an extended period of time until all receipts are
completed.
While a receiver can close an order for receiving before all items have been received, it is
recommended to enter a change order instead to reconcile the final order with the amount received.

Received The order is closed—a requisition has been submitted and approved; the order has been sent; the
goods have been shipped and received.
Once a request has reached the Received state, it is final. Change orders cannot be processed
against Received orders. However the order can be reopened so that a change order can be created.
The Received state applies only to purchase requisitions and the associated orders.
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Electronic Order Status

Orders sent to vendors electronically by the Ariba Supplier Network (ASN) can be tracked
from the Orders tab. Orders that are printed and mailed are not tracked on ASN.

Vendors may choose to update the Order Status from their supplier Ariba account.

A buyer can view these updates by selecting Status from the Swoosh screen.

~ To Do
Approve Reguests 63 Approve () =
Anatch Requests 1 -
~ Status
‘Composing: 21
Subrmitted 2
Approved 31 i
Denied z2 |
~ Create
Reguisition b
Create O

L Ll
Weilcome ta eva

= Explore

Catalogs

Folders

~ U —Receive

Searches Adrminl, D333 last visit 1/18/2005 5:43 PM, eV'A

Return to Portal

Find the requisition and select its ID or Title.

— Status
Eos £l Click & request's 107 or title bo view request details, You can dids sheck boces to salect one or more requests and then take an
Submided 2 appropriste action; for sxampole, mova islected regiast= to & folder,
Apopored a2 Her To Scrasn Cadails
Denipd 2
Showe al| ar Apguests m progress 57 Page 1 -FJ [
T Ixpe 1D Date Created Stalus Title: Tt
i (| 1] Todsy, 10166 M Opdarad  Baguiskion Usar Suwds £12.00000LED
8 [1 ;ﬁ:i:h Tus, 18 1an, 2005 Camposing  Capy of User Guide £142,32000UED
[0 EH Lezoness Tus, 18 Jan, 2005 Camposing Admind, D333
|j @ ERESRER4D Tus, 4 lan, 2005 Eubmitted  Raouckion Ussr Surds ¥l AB0QQUED
Ij [ erzpay Tue, 7 Der, 2004 - Ordered  Beourkon User cuids pET 2I000LIED
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Select the Orders tab.

~ Status
Caornposing
Subrmitted
Approved
Denied

Show all

21

3z

i

[

PR206151 - Requisition User Guide Status: Ordered

Review the request details and then take the appropriate action; for example, depending on the
request status, you can approve, deny, edit, submit, receive, invaice, open, or close the request.

How To Screen Details

Back to Status

R R L P L AR R W e |Change| |Cancé|| |Receive| —e- |Prin,t| ——————————————————————————— -
'Summary\npprwal Flow t Oﬁiers‘\Receipts“\History_
k)

Title: Requisition User Guide

Entity Code; 101

Fiscal vear: 2005

Sub-Entity: 132

PO Categaory: Wil

Entity Header Cross Reference:

Zend ALL iterns to eProcurement: |

Select the Ordered link under the Status column.

= Status PR206151 - Requisition User Guide Status: Grdered
Composing 21 : : : : :
) Review the request details and then take the appropriate action; for example, depending on the
Subritted 2 request status, yvou can approve, deny, edit, submit, receive, invoice, open, or close the request.
Approved 5z How To Screen Details
Denied ® Baclk to Status
Ehow All = R |Change| |Cance|| |Receive| —-es |Print| ——————————————————————————— -
: [ Summary"\ Approwval Flow1 Orders Receipts History
4
&t Order ID ¥Yersion Date Created Status Title Total
EPZ02808 1 Today, 11:14 AM Or@ered Reguisition User Guide $12.00000USD
e e |Chan’ge| |Cance|| |Réce’ive| ——-—|P_rint_|----------------------------'
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Order Detail Tab

The Order Detail tab shows the status of the order. There are two statuses reported:
Routing Status and Document Status.

Do not be alarmed if Order Status is Unconfirmed. Most vendors fail to confirm orders in
Ariba, but it does not mean they did not receive the order.

Ariba” Spend Manage ment B

Crder Dstsl Crdar Hiwlery

FURCHASE ORDER STATLES OEDER STATUS
ERMIZEOR Semt Unconfirmed
Warsibon: o

Order subrmitted on: Wadnesday 19 Jan 2005 414 PN SAT+00:00
Raceivad by Ariba Supplier Netrork on:Wadnasday 1% Jan 2005 4:20 FM GHT+00:00

SUFPLIER EILLTO
ACMECOMMERCE - TEET Fairfax ffic

301 EDCE'WATER PLACE STE 330 1 Farfas Driss
WAKEFIELD . Ma D150 Fsirfac , WO 220005
united Stares Linited States
Phores: 431 [EES) EEE.EECE Facc:1{EEE)EEE- 3353
Fawi+11781]) 667-1056 Emaili sy sharn_tesiPhotmail.cam
Emal :opedbupesrae. com

SHIP ALL ITE™% TH DELINEE T
Fairfax Aucmivieg Richmond Aacwiving
2 Fairfax Crive Fairfys Feosiving
Falfax , WA 22033

Unried Stabes

Ship To o Crasmis

Fhore; L{T021595-8bbG

Faui 1[BBG G- G666

Emai :wrywtarm_twrb3hobmasil.com

ADDITINAL IRFORFA TN

rdering Agency: Cemo Clenk - 228 -1

Ordering Persont Admind , D333

Grdaring Parscr Phone Bombaer: 55570030002

orgsng Parsorn Emaill system_te sHioimaail.eom

Terms and CondEions: This [purchese] order i subject o te Terms and Conditiors of the Commonsealth of Wirgnia vendors Manusl and any FEvsions thersto, a5
publiszted by the Cepartmant of Ganeral Services, Civision of Furchasas and Supply. This [purchese] order i subjec: tn an evA trapssction fes of 1%, capped ot
$5D0, thet mil be mwoiosd 10 paur company by American Mansgement Sysbems . Fnoels) includs shapping FB destination unless othermise stabed bereein . The
Uandore Hanusl snd el infarmsticn v availsble ak sew ses stste.va.us, NOTE: Thin public hady doss not dscriminets againet faith-based orgarizstions.

Item Fart £ iy Wik Deescripfion Fieeil By Himil Frar= Ext. Frice
1 Mot Ayvailstle 1 ER Erder & desorphian For this ibem. 132 00IED 41z.000E0
STATUS
1 Lnganfrmead
ACCOLNTING
Split Parcerkape:

& Pproentege 100

Chargs Armourd:

& {1Z.00UED
AORITIOMNAL [REORM ATION

Requaster;  Adminl, 0333

PR Mo FREOGLYL

vendar TIN; 960574635

Sub-batak 1200020

Routing Status (Status)

Status shows whether your order has been delivered to the vendor successfully. If your
requisition reached Ordered status, it will always be Sent or Acknowledged.

If your requisition is in Ordering status, the Routing Status may be Failed. Designated
personnel handle failed orders internally to ensure that they reach the vendor. The buyer
does not need to be concerned in this case.
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Document Status (Order Status)
Order Status shows how the vendor has responded to the order, as follows:

Order Status

Definition

Unconfirmed

Initial state. The vendor has not updated order status inside its Ariba account.

Obsoleted The order was canceled or replaced by a change order from the Buyer
Replaced The order was changed by the Buyer.

Rejected The vendor rejected all line items.

Confirmed The vendor confirmed all line items.

Backordered The vendor backordered all line items.

Shipped Final state. The vendor shipped the entire order.

Order History Tab
Select the Order History tab from the top of the page.

The Order History Tab shows a detailed view of the order submission.

Ariba’ Bpend Manasgemont

| Cvies Diesall N Oraw Himary N

Puschese Didii: BONTRiE] Fiaim Coniliminit i rwebaith aff Vi e OrBanag
St L Wl Krama L o
Subinemed O 1% Jan 200 LMT =00
Staius Lsmranis Uhamged by Calr d Tam
Thes oo chee AN D stcher- 1010 18 B - -
Eirein| Crchur ol icter - Dol 1 Jan
e Part iy L i By i st e
Wt : ok, e igh peg - 1, o o SR e e
Gendubin lils o et o pAEE B0 = fUE - g i
TR
2 Uncansierre

Sili=tinl Al 5Eh 1 DosED|

Note the method by which the vendor received the order. Often this area will display an
email address or fax where the order was sent.
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MODIFYING REQUISITIONS

Requisitions can be changed in a number of different ways depending on the status of the
requisition and what you are trying to accomplish:

Requisition Status Available Actions

Composing Submit / Copy / Delete
Submitted Withdraw / Copy

Denied Withdraw / Copy

Ordered Cancel / Copy / Change
Receiving Close Order / Copy / Change
Received Copy

Cancelled None

This section will cover the following types of changes that you can make to requisitions:

Copy a requisition to use as a template

Delete a requisition you no longer need

Edit a requisition to insert additional lines, change existing lines, or delete existing lines
Withdraw a requisition that is in Submitted or Denied status

Cancel a requisition in Ordered status

Change a requisition in Ordered or Receiving status

Change Orders

Once an order has been delivered to a vendor, it may be necessary to issue a change order
to the original order. In eVA, you can create a change order using the Change button on
the current version of the requisition that created the active order.

Only the preparer of the initial requisition can create the change order.

Orders That Can Be Changed

Changes can be made to eMall orders in Ordered or Receiving status. Requisitions in other
statuses will not display the Change button; other actions must be taken instead to get the
order modified.

Modifying Requisitions Created in eMall

Requisition Status Change Button?  Action to Modify Requisition

Composing No Edit
Submitted No Withdraw, then Edit (find the
requisition in Composing status)
Approved No Edit
Denied No Edit
Ordered Yes Change
Receiving Yes Change; (cannot modify below quantity
received)
Received No Reopen order, then change
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A requisition that has not reached Ordered status has not created an order. The requisition
can be edited or withdrawn instead. Once withdrawn, you will no longer find the requisition
along with others in Submitted status, it’s now back to Composing status.

An order in Received status has been closed. To make changes, you must reopen the order
so that it will revert back to Receiving status. Refer to the eMall Vol. 2 User Guide for
instructions.

Modifying Imported Requisitions when it is in Ordered status

Imported From Special Condition Change Button? Comment

Interface (IRQ:) Approved in eMall Yes Or change in ERP, re-import
Approvals bypassed No Must change in ERP, re-import

Quick Quote (QQ:) Yes Make change in eMall

eProcurement eProcurement vendors only No Make all changes in ADVANTAGE

(E2E2) eMall vendor included Yes Changeable line has an Edit

button. Other lines must be
changed in ADVANTAGE

Features of Change Order Processing

Change Order is Replacement Order

The new order that is sent to the vendor contains all of the information necessary to act as
a replacement order to the original (or previous) version of an order. All lines of an order
are sent in the new version, whether they were changed or left untouched.

For example, suppose that Lines 1, 2, and 5 are changed on a 6-line order. The Change
Order that is sent to the vendor will show all 6 lines with their current order amounts and
quantities.

The new order sent to the vendor carries the words CHANGE ORDER at the top. It is
recommended, however, that you insert a comment to inform the vendor of the change.

Modify lines to zero, but never delete them

While eVA allows you to delete lines using a change order, this change will not be sent to
the vendor. Instead, you must modify the line to a zero quantity so that the changed line
appears on the change order. The preparer should also add a comment to the line pointing
out that the order has been changed to cancel that line.

Follow up with the vendor

Change Orders are clearly marked as Change Orders, whether they are sent electronically,
printed, or faxed. It is wise to follow up with the vendor to ensure he properly understands
the Change Order, particularly if you believe he may not be familiar with eVA Change
Orders.
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Changes That Can Be Made

Nearly everything on a purchase order can be changed. See the tables below for restrictions
and special situations.

Header Changes

Header Action Comment
Field

Use PCard Change Results in new "DO" or "EP" order. The original PCO number is NOT versioned; it is
canceled. Be sure to enter a requisition comment warning the vendor NOT to duplicate the
order

Other Change No restriction
header field

Item Line Changes

Commodity Action Comment

Lines

New Item Add No restriction

Lines

Existing Delete Cannot delete line if already received, or to make total order amount or quantity below

Item Lines zero. Deleted line is NOT sent to vendor; modify to zero instead. Changes to this field for
items ordered from a punchout catalog will need to be made at the vendor’s website, as
directed by the system.

Quantity Change Cannot decrease below zero or quantity received, or to make total order amount or
quantity below zero. For items selected from a punchout catalog, you must go to the
EDIT Line Item screen and select the Edit this Punchout Catalog Item link.

Price Change Non-catalog items only

Unit of Change Non-catalog items only

Measure

Description Change Non-catalog items only

Commodity Change Non-catalog items only
Code

Other line Change No restriction except punchout items may need to be handled separately (see
item fields

Processing a Change Order

To create a change order, the preparer actually processes a change to the Requisition that
created the order. Selecting the Change button on the requisitions in Ordered or Receiving
status opens a new version of a requisition for editing. The new version carries a sequential
version number (e.g., V2) after the original requisition number.

To create a Change Order against an order in Received status, the order must be reopened.
Refer to the Receiving User Guide.

Once the new version is ready, it is submitted like any other requisition. Once it passes
through the Approval Flow the new versions of the related orders are created and sent to
the vendors following the same rules and procedures as the original orders.

You can make repeated changes to orders. Each new requisition and order will receive the
next version number in sequence.
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The table below illustrates how a change in requisition PR123 creates new versions of
orders.

Requisition Change Original PR Original Orders Resulting PR Resulting Orders

Any Header Field (except PCard) PR123 DO456, DO457 PR123-v2 D0O456-V2, DO457-V2

Use PCard PR123 DO456, DO457 PR123-V2 DO456 cancel, PCO788,
D0O457 cancel, PCO789

Any Line 1 Field PR123 DO456 PR123-V2 D0O456-V2

Any Line 2 Field PR123 DO457 PR123-V2 DO457-vV2

Steps for Creating a Change Order
1. Select the Status button on the Swoosh screen.

2. Find the applicable requisition number and select its 1D or Title.

~ Status Status
Composing 31
i Click a request's ID or title to view request details, vou can click check boxzes to select one or more requests and then take an
Subrnitted 4 appropriate action; for example, move selected requests to a folder.
Approved 43 How To Screen Details
Denied 4
Show all gz Requests in progress: 82 Page |1 v »
e 10 ate Lreate Eequester atus itle ota
[T Type ID Date Created Requester Stat Titl Total
" PRZ07096 Today, 2:10 PM gg?é”l’ Ordered Copy of User Guide $148,32000USD
1 ;;:iéguuosos AWD118 Today, 1:25 PM ggg}'”l’ Camposing close date prob $1,000,000.00000USD
00:00000306 AWD117 Today, 1:25 PM gggm, Camposing close date prob $0.00000USD
00:00000303 AWD116 Today, 12:53 PM ggg“s'”l’ Composing clase date $7,000,000.00000USD
QQiQO000303 AWD11S Taday, 12:53 PM gdagna'”l’ Compasing close date $0,00000USD
Q00000299 AwWD114 Today, 12:53 PM gg;nénl’ Composing jason test 5 $6,000,000.00000050
0000000299 AWDI13 Today, 12:25 PM gd35n3|n1, Composing jason test S $6,000,000.00000U5D
00100000299 AWD11Z Today, 12:25 PM gg?é”l’ Composing jason test 5 $0.00000USD
PREOFOES Today, 12:20 PM gdagna'”l’ Subritted  Pumps4 $19.40000USD
PRZ070EE Today, 12:16 PM ggg}'”l’ Camposing Untitled Requisition £0.00000USD
PRZOFO76 Today, 9:56 &M ggg“s'”l’ ordered Jason test d $363.00000USD
00:QO000292 AWD111 Today, 9:40 AM 32?3'”1’ Composing jason test 3 430,000,000.00000050
PRE0FO74 Today, 9:32 &M gdagna'”l’ Submitted  Untitled Requisition $181.50000USD
0000000292 AWD110 Tue, 29 Mar, 2005 g‘;g’;”l’ Ordered  jasontest3 $35,000,000.00000U5D
Move to Folder: | Archive Items [v]
Version 4 eMall Vol. 1 User Guide (26-0010) Page 90

Contents subject to the copyright, use and distribution clause on cover page. 7/06/2006



eMall Vol. 1

MODIFYING REQUISITIONS

3. When the below screen appears, select the Change button at the top of the screen. (If

the button is n

ot visible, confirm that the requisition is in Ordered or Receiving status.)

= Status PR207096 - Cﬂpy of User Guide Status: Ordered
Compasing 31
i Review the request details and then take the appropriate action; for example, depending on the reguest status, you can approve,
Submitted 4 deny, edit, submit, receive, invoice, open, or close the request.
Approved 43 How To Screen Details
Denied 4
e Back to Status
Ze sl T B o B oo
4
N Title: Copy of User Guide
Entity Code: 101
Fiscal Year: 2005
Sub-Entity: 132
PO Category: Wil
Entity Header Cross Reference:
Do not send any iterms to eProcurermnent: |
Send ALL iterns to eProcurernent: C

4. At the Checkout screen, make the desired changes to the new version of the requisition.

(To delete an item, modify the quantity to zero rather than deleting the line. Deleted
lines are not sent to the vendor.)

Sheneing Cort o FRZ0Z2613-%Z; Copy of User Guids
frems: 2 Total: $243.62000050
e El Ccheckout
Aeviy your requistion, maks changes & naceyssy , and sobmi the reguast for spproesl |
Cheeck pu How To aoradn Cotals
Wearraoe
A
Y it Copy of User Guids
oy Bahelf o admril, 0333 [
Dwlap Purchase Ul 7 i it}
Erkiky Coda: ipi [ zednct ]
Fineal aar: Hl [ maing ]
Sub-Entity: 13 [ pelmct ]
Fi Catagory; Ly | gmimt ]
Erbiy Hesder Cross Referance;
Sand ALL K to of rocesmEnt: I
Lime Ttems | St Dtk
T ZI'IH 5E Soliclt Rexorigtion By Uait Prige hmeumst
[ B ] T iiohiex Arcimicroblal Hand Wipes, SIEABR 40 | bor 3 SI0000EC §190 SOOOGUIED
Q F] [:] Enter & dezoription far this item . 1 eqoh §53.02000UED §53 02000UED
:rml Cost; §242.62000U50
!
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5. Add a comment clearly identifying the nature of the changes to the order and check the
box below the comments.

| Comments - Entire Requisition

Comments: |Please note that the quantity for the first itemn has been increased, Thanks!

include cormmentfattachment{s) on purchase orders

Attachrments: Ariba Script Testing.doc {application/msword})
[add attachment] [ Delete |

6. If a line item comment is more appropriate due to multiple orders on the same
requisition, select the checkbox next to the line item you wish to make a comment to
then select Edit to access the Edit Line Item screen. Select the Add Comment button.

| Comments - by Line Item

e

7. Once completed, confirm that all attachments and comments from the original order still
apply to the changed order. New comments and attachments are listed before existing

ones. Prior comments and attachments can be deleted or modified by selecting the
Delete link.

[ Ccomments - Entire Requisition

Comments: Please note that the guantity for the first itemn has increased. Thanks

include comment/attachment{s) on purchase orders

[ add attachment]| [ Delete |

Previous Comments:
. SUBMITTED by User, D333 on Tuesday, Sepfember 7, 2004 3t 3:14 P& with comement

This i5 the onginal comments,

include comment/attachment({s) on purchase orders

View Reply Add Attachment Delete
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8. Select the Submit button to send the new version of requisition through the Approval
Flow. You will see the same confirmation message when the revised requisition is

submitted.

New Requisition - Submitted

Your request has been submitted for approval, Use the Status section of the Navigation Panel to monitor
the request's progress through the approwval process.

How To Screen Details

PRZ0O7096-¥2 - Copy of User Guide has been submitted.

I | Il
L]

® Print & copy of this request

e View the status of your request
Create the same type of request
& Create a different type of request

e FReturn to the Ariba Buyer Home Page

9. When the new version of the requisition is fully approved, the new version of the order is
created and sent to the vendor as a Change Order. The prior request is no longer visible
on the Approved list; it is replaced by the newer version of the requisition. You can still
view original order information, however, under the History tab for that requisition. See

below.

Tracking Change Versions through Order History
A new version of a requisition is created as soon as a preparer selects the Change button of

an existing requisition.

A new version of a purchase order is created as soon as the changed requisition is fully
approved and the ordering process begins.

7 Etatus PR200960-V2 - Copy of User Guide Status: Racehving
Reviaw the request detadls and then take the appropriate action; for example, depending on the request status,
Submited Z you cam spprave, deny, adi, submiit, recsive, sivoice, apan, or case the request,
fpnreyed ? towTe Zgroen Detnils
Deniad ]
; Back to Sty
et 2
o e o G i
[l
Date - User Actiom Summary
Today, 11:36 &AM Admmng, DR3A Approved PREQDSED-VE approved.
Today, 11:35 &AM Adming, D333 Approved PRECDPED-VE approved.
Today, 10:33 AM  Adming, D333 Approved PRIODFED-VI spproved.
Today, 10:32 AM  Adming, D333 Approved PRIDNFE0-WI approved,
;m’ Sem, Admind, D333 Recaiv [barns acoopled: 3.
Tue, 7 Sep, i3 - Changes made to a deleted . Preve iz
2@ 3] . P Chan pRS:qq .a L ade WErsion. Preaveous verso
!m 7 Zem, anbagyitem Qrdared  Owder EP200223 was succassfully tent to ERP.
;m 7 Sep gobazrster Prossssed PR2009ED Order successfully processed by buysense [ntegrator
Tue 7589 aaming, 0333 Aeproved PRZBUSE spproved,
L = Adming, D333 Approved PRZQDSED spproved.
Tus, 7 589, Admming, D333 Approved PRICDSGD approved.
;m 7 Sep, Adiming, D333 Approved PRZO0GSD approved,
;mr Sen, User, D333 Submetted PEAO09A0 submitbed for approval, Comenents .
[Ehangs] -
Version 4 eMall Vol. 1 User Guide (26-0010) Page 93
Contents subject to the copyright, use and distribution clause on cover page. 7/06/2006



eMall vVol. 1
MODIFYING REQUISITIONS

As new versions of requisitions and orders are created, older versions become obsolete. In
eVA, they are considered Inactive. Inactive orders will not show up on operational reports or
status lists, but you can navigate to them through system searches and history tabs.

Deleting a Requisition

Only requisitions in Composing status may be deleted unless the requisition had been
formerly submitted. If an order was previously submitted and then withdrawn, placing it
back into Composing status, it cannot be deleted. Requisitions that have moved beyond
Composing status must be canceled.

Select composing requisitions to delete by selecting their checkboxes and then selecting
Delete.

= status Status
paSin 4
i Click a request’s 1D or title to view request details. You can dick check boxes to selact
Submytted 1 onE or mare reguests and then take an appropriste sction; for exampls, move
Approved 0 selected requests to a folder,
§ How To Sereen Datails
Denied L]
|
| hiow Al 5

Reguests in progress: 5

[T Type ID Date Created Status Title Total
1 B FR200924 Today, 11:58 AM  Composing l'-'f%'fil_ $37,296.95000US0
W - Linditled

] PR200919 Thu, 2 Sep, 2004 Composing Foi=2. $0.00000US0

[] [ Erzouso? Thu, 2 Sep, 2004 Submitted  Pumps $19.40000USD

|£| BT | ; Lintrtled

: B rezo0B1a Tue, 31 Aug, 2004 Composing . $218.87000USD

- ' Llry
[_‘—J B Prz00763 Mon, 30 Aug, 2004 Composing HOBlEd 4296 62000usD

Cop Move to Folder: | Archive ltems [»

Once you select Delete, the requisition will disappear from the status list and will be
deleted from eVA.

I:b There is no way to undo a Delete action.

Editing a Requisition
A requisition must be in Composing status for you to edit it. eVA allows you to edit all of the
details on a requisition:

Add items — you can add new items to the requisition

Multiple items — you can edit the same information for more than one of the items on
the requisition

Individual items — you can edit individual items on the requisition. If the items were
selected from a Punchout Catalog, however, it will be necessary for you to punch back
out to that vendor’s catalog to edit the existing item.
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To edit a requisition, find it on a status list and select the appropriate 1D or Title.

= Status Status
Compozing 4
X Click a request's ID or title to view request details. Yoo can click check boxes to selact
Submitted 1 one or more requests and then take an appropriate action; for sxample, move
Approved 0 selacted requasks to & Folder, v _
i How To Screen Details
Denied 0
Show All 5 i
Requests in progress: 5
[T Type Status Title Total
i Ll—_l En iﬁi Today, 11:58 AM  Composing “iﬂ;j ; $37,296.95000USD
Ll -
- 1|:| B e Thu, 2 Sep, 2004 Composing Lottled $0.00000USD
L] [B pR200307 Thu, 2 Sep, 2004  Submitted Pumps $19.40000USD
H_-] . Untitlad
&' B er200819 Tue, 31 Aug, 2004 Composing e $218.87000USD
| B ER200763 Mon, 30 Aug, 2004 Composing !gﬂ*;'—'-‘ﬂmm $216.62000USD
L

Delate Move to Folder: |Archive Items |

As the open requisition, select the Edit button.

< status | PR200924 - User Guide Status: Composing
Compoding &
3 Beview the request details and then take the sppropriste action; for sxample, depanding on the request
Submitted i stakbus, you can approve, deny, edit, submit, receive, invaice, opan, or close the request.
approved o How To Sereen Details
Craniad a Back 15
Show Al N e RN % | R W g R S
Al e U G R G
- Titla: Ueer Gude
Wse PCard; [
FCand number: DeptCharge
Entsty Code: il
Fiscal Year: el [12.3
Sub-Entity: g
PO Category: Bo2

Header Cross Reference:

ERP Requisition Nurber:

Reguaster Comemsnts:

O not send any ttems 1o eProcurement:
Processed Today:

Sand ALL iterns to eProcurement:

The requisition will open into the Checkout screen, where you can add/delete/copy items
and change fields as needed. Select Submit to begin the ordering process.
Withdrawing a Requisition

You can withdraw any requisition where the status is Submitted or Denied. These
requisitions have not been fully approved.
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To withdraw a requisition, find the requisition and select the requisition's ID or Title link to
open the request.

= Status Submitted
Compaosing 30
K Click a request's ID or title to view reguest details, You can click check boxes to select one or more reguests and then take an
Submitted 6 appropriste action; for example, move selected requests to a folder.
Approved 43 How To Screen Details
Denied 4
Show All g3 Requests in progress: 6
[ TIype ID Date Created Requester Status Title Total
L PRZ07096-Y2 Today, 2:24 FM “Dg;”é”l' Submitted Copy of User Guide $145.32000U5D
1 .
. 0:QO000299 AWD1l4 Today, 12:53 PM “Dd;”'”l' Submitted jason test S $6,000,000.00000USD
PRZOF0RS Today, 12:20 PM ggg’énl' Submitted Pumpsd $19.40000USD
PRZO70T4 Today, 9:32 oM ggg’énl' Submitted Untitled Requisition $161.50000US0
PR2Z0E766 Wed, 2 Mar, 2005 gdna’S'”l' Submitted Requisition User Guide $57,23000USD
PRZ05E45 Tue, 4 Jan, 2005 gg”;é”l' Submitted Requisition User Guide $12.43000USD
Maove to Folder: | Archive Iterns

After selecting the Requisition from the status screen, select the Withdraw button to
withdraw the requisition.

< Approve PR207085 - PUITIPS4 Status: Submitted

Needs Approval 71 . . . . .
Review the request details and then tale the appropriate action; for example, depending on the

request status, you can approve, deny, edit, submit, receive, invoice, open, or close the request,
How To Screen Details

Back to Status

'Summarv -‘\Approval Flow ‘\ Orders*\ Receipts "\ History _

Title: Pumpsd

11 | |

Use PCard: ]

PCard nurnber:

Entity Code: 101
Fiscal vear: 2006
Sub-Entity: B4
PO Category: POz

Entity Header Cross Reference:

Co not send any iterns to eProcorerent: |

Send ALL iterns ta eProcurement: ]

The Request Withdrawn screen confirms your action and offers you other links to continue
with your work.

Request Withdrawn

Your request has been withdrawn. Select an action to talke with this request,

How To

PR207085 - Pumps4 has been withdrawn.

e Edit the withdrawn request now
# View the details of the withdrawn request

[0

» Return to the Ariba Buyer Home Page
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When you withdraw a requisition, its status changes back to Composing. From a Composing
status, the requisition is treated like a new request - you can copy it, make changes and re-
submit it, or delete it.

l:gj Once a requisition is in Ordered status, it cannot be withdrawn since the order is with
the vendor. However, you may cancel the requisition.

Canceling Orders

You can cancel a requisition that has been fully approved (Ordered status) where all
associated orders have been sent to vendors. The cancellation action notifies the vendor of
the change if that vendor has agreed to receive order cancellations through the Ariba
Supplier Network. If the vendor is a print vendor and did not receive the order via the Ariba
Supplier Network, be sure the print the cancelled order(s) and fax/mail it to the vendor.

If it is your intention to cancel an order and then copy it--- be sure to copy it BEFORE
canceling the original order. Otherwise, your items will not copy over to your new
requisition.

From the swoosh screen, select the Approved link on the left menu. From the Status list,
find the requisition you want to cancel, then select its ID or Title to open it.

' Gtatus Status
Lomposng 3
2 Chek a request's 1D or title to view réquest detals. You can chick check boxes to select
Submitted L] one or more requests a_nd then take an appropriste action; for example, move
2 ved 1 selected requests to a folder.
How To Screen Details
| Danied il
| Show Al a
Requests in prograss: 4
" Type ID Date Created Status Title Total
[=— 2y g . r
: [] [B] erzo09za Fri,3Sep, 2004  Composing LGI'E?EL- §37,296.95000USD
Ll R fﬁ Thu, z Sep, 2004 Qrdered  Pumps $15.40000USD
e . Lintitled
[ [E erz00819 Tue, 31 Aug, 2004 Composing Pocuotion  FelB.87000USD
] 763 T Lintitled
[:-l ﬁ PRZODFES Mon, 30 Aug, 2004 Cormposing Pequsiion 421662000050

L Move ta Folder: | Archive Itams »

Once a requisition has a status of Receiving or Received, it cannot be canceled.

Canceling a requisition cancels all orders generated by that requisition. It is important not to
cancel a requisition if you only want to cancel one of the generated orders. In that scenario,
create a change order to modify the applicable order lines to zero.
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When you select Cancel, the system will:

Display a Comment Dialog box, where you can enter a comment explaining why you are

choosing to cancel this order
Remove all the approvals

Send a notification message to buyers stating that the request is canceled

Send cancellation order to the vendor for each canceled order

Change the status to Canceled

i Status PR201079 - Untitled Requisition Status: Drdernd
Compozing &
Raview the request datails and then take the spprognate achon; for example, depending on the réguest sEatiss, ¥4
m 2 can approve, deny, edit, subemit, receive, invoice, open, or dose the reguest
Approved 5 k0 10 - Soree Datds
Deensed o " "
show Al G R R e e - [Changs] - - L R
e cimcacTacea
i
1" Tithe: Unbithed Ragquesition
Use PCard: r
PCard number: DeptCharge
Entity Coda: il
Fiscal Tear: aEE
Sub-Entity: 1]
PO Category: Bod
Hosder Cross Refarencs:
ERP Requisthon Number:
Begquastor Comments:
Do not send any demns to eProourement: [
Processed Today: -
Send ALL itars 1 eProcuramant: I
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COPYING A REQUISITION

The eMall allows you to create copies of existing requisitions to use as a template,
regardless of its status. It is not recommended that you copy a cancelled PR, as the
previous line items will not copy. Also, items originally ordered by way of a punchout
catalog will not copy.

To copy a purchase requisition, find the requisition you wish to copy from the Status screen.
Select the checkbox next to the requisition you wish to copy and select Copy.

A copy of the request appears at the top of the Status screen as shown on the screen
below. Select the item for editing. All items will be updated with the current price from the

vendor's catalog.

Make any necessary changes, then select Submit to begin the ordering process.

—— Status
L o Click & request's 10 or title ko vise reagquest dekaih, You cen dick chack -boxes ta saleck one or more raguests and then kske an
Zubmitted s appropnate =chon; for example, mave selected requests 1o a falder:
Approved = Hom To Soreen Debsls
Daniad b3
Shom & &l REquUEsTs in progress: &1 Fage | 1 =] ¥
[ Typs I Babe Created  Stabus  Tole Tatal
; lI.‘ 5] erzoeaed Tadar, 525 FM  Carmgosing Copy of Reouiiion User Suiks $40.00000USD
o H B ercosass Tadsy, 1198 &N Composing  Reou sk o User Siide $40.00000LSD
% E’ﬂ ERiDR1GE Thu, 20 1an, 2005 Aecelved  Eeceiving - 2 Cavg $20.1 2000050
] B epzosiso Thu, 20 1an, 2005 Received  Beceiviog - 4 Do $20.1E000USD
E! B epepeisi Wod, 193ah, 2006 Ordarad Becudskion Lkar Guidg $12.0000005 0
Lli B eriozeiooz Tuw, 18 1an, 2005 Composing Cons of Ugdr Guids $148.3300005D
1 [EE urzooess Tuw, 18 1an, 2005  Composing  Admird, DEEs
Ej [B] enzosesn Tus,d lan, 2005  Submitted  Recustion Lear Guida $12.45000USD
[l [l rrzossas Tum, ? Dwe, 2004  Ordersd  Raciakion Uesr Suds $B7.23000USD
lJ'l B rrzosiie Mor, 6 Cmc, 2004 Approwed  Approved Status bt $10.00000UED
|l! IH PRENI40E Thu, 2 Cwe, 2004 Compgosing  Uokkled Reguisking 0. 00000ED
i E2E:PORBDAII11T  Wed, 1 Dec, 2004 Ordarsd Copy of Tast 9551 F107, 60000000050
B rzrorompazazil  wed, L Cec, 2004 Compoeing Gopy of Test 9951 FL07, 800, 00000US0
[ EREIDAALH Fory, 29 Mov, 2004 Ordared Copy of Tesk 3551 $11%,000. 000000
@ Hova ba Fakdsr: | Archiva Jtarmi %]
I:b Refer to the eMall Vol. 2 User Guide for information about other eMall functionalities.
For general information on the eVA system, refer to the eVA Overview Guide.
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